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EXPENSE REPORTS

Entering Expense Reports
CREATE Expense Report from Blank

The Basics:

Please refer to Bulletin 3.4 (http://aoa.vermont.gov/bulletins) and your department's policy regarding
Expense Reports.

1. Economy, prudence, and necessity are of primary concern when planning and paying for travel
and expenses.

2. Preferred payment methods - Whenever possible, Purchasing Cards (P-Cards) and direct supplier
payments should be used to minimize employee reimbursements.

3. Clear cache - To minimize errors, delete temporary files and cookies by pressing Ctrl+Shift+Delete.
This shortcut works in Internet Explorer, Firefox, and Chrome.

4. Save for Later - After every couple lines on your expense report, click the "Save for Later" button to
prevent the "data inconsistent with database" error that prohibits you from saving or submitting.

5. Timeliness - All employees are expected to submit their Expense Reports within twenty (20)
calendar days after completion of the travel event or the incurrence of a business expense.

6. Taxable over 60 days - Any item that is past 60 days is required to have a "Taxable" Billing Type
and an Explanation of Late filing form: http://finance.vermont.gov/forms/vision

7. Receipts - Receipts should be attached to the expense line. Refer to your department's policy
regarding handling of receipts.

8. All employment related expenses must be reimbursed through the Expense module and any
reimbursements will be made directly into your direct deposit (balance or 999) account.

Situations when this function is used: Employee has incurred employment related expenses that need
to be reimbursed to you.

Home Page Tile Navigation: TE tile > Expense Reports > Create/Modify Expense Report

Navigator Menu Navigation: Navigator > Employee Self-Service > Travel and Expenses > Expense
Reports > Create/Modify
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oy VT Travel and Expenses a Q= @

New Window | Help |

Expense Reports
1 g B Expense Report

Create/Modify Expense Report — —
Find an Existing Value || Add a New Value

View Expense Report
Empl ID P00z

Print Expense Report

Add
Delete Expense Report

Travel Authorization v
J Find an Existing Value | Add a New Value

I Cash Advances v
] Payment/Expense Information v
T Reports/Processes v

The Expense Report - Add a New Value page displays in the work area and the Empl ID automatically
defaults.

Expense Report

Find an Exisfing Value Add a New Value

Empl 1D [p00D2 x|

Add

Click Add.

NOTE: In the event you have an approved travel authorization, the following message box displays as
a reminder:

A approeed v muonzahon ot appleabis fo T s repoet. Dl chooss e Cuck Skt Popuiais From A Troes Soshoreshon” and) selec e apopraie el ahonzason

[

Click OK to continue to the Create Expense Report - Details page.
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2~ VERMONT Expense Training Guide - Employee/Delegate

Create EXDGHSG RBDOF‘T. [ Save for Later | [& Summary and Submit
Colin Davidson |
Quick Start [__Populate From v|| so
“Business Purpose |—|v Destination Location Q
*Report Description y; Attschments
Reference (&}
Expenses (7
Expand All | Collapse Al Add: | [ My Wallet (D) | £ Quick-Fil Total 0.00 USD
*Date *Expense Type Description *Payment Type *Amount *Currenty
W [ M| i V] 4 000 [Uso @ H[E
254 characters remaining
Expand All | Collapse All Total 0.00 USD
Click the drop-down arrow to choose the Business Purpose.
Create EXDQHSQ Repor‘t Save for Later | [gl) Summary and Submit
Colin Davidson (2
Quick Start [ Populate From v|| cGo
*Business Purpose - "
Alternate Work Location Destination Location a
*Report Description | Audit -Inspections - Licensing
Client Support ‘%‘ Aliachments
Reference | Conference aQ

Construction, Repair, Maint
Economic Development
Emergency Response
General Expenses
Expenses (2 Hazardous Material Cleanup

Judicial Assignment s Total 0.00 USD
Expand All | Collapse All Lagal - Law Enforcement Fill

I Ieeting .
*Date Description *Payment Type *Amount *Currency
[ |Test cF-05 07252018 v I vl 4 00g [uso @ =
Training 754 characlers remaining
Expand All | Collapse All Total 0.00 USD

Select the option that most closely identifies the purpose of the trip.

Choose a Destination Location. This location should be the furthest point travelled during the trip.

Create Expense Repor‘[ [ Save for Later | [& Summary and Submit
Colin Davidson |
Quick Start | .. Populate From v|| Go
*Business Purpoaeh\‘leating hd IDeslinatiDn Location Bur Q I
*Report Description Fy _m
Reference Q.
Expenses (7
Expand All | Collapss All Add: | [Ey My Wallet (0) | £F Quick-Fill Total 0.00 USD
*Date *Expense Type Description *Payment Type *Amount *Cumency
W ] v 2 vl 4 ooo uso @ HE
254 characters remaining
Expand All | Collapse All Total 000 USD

NOTE: Location searches in VISION search on a shortened name. It is best to enter the first few letters
of the location and click the magnify glass. The list includes all towns in Vermont, all States and

Territories, and Out of Country. For the purposes of Bulletin 3.4, Hawaii and Alaska are considered
Out of Country.

Enter the first three letters into the Destination Location field.
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Create Expense Report

Colin Davidson |

N -
Business Purpose|Meat|ng v| Destination Location |bur

*Report Description 44 Attschments

Reference Q

[ Save for Later | E; Summary and Submit

Quick Start [_Populate From v]| eo

Entering a Destination Location is
optional. It will automatically

Expenses (7
Expand All | Collapss All Add: | [T‘L,h.ly'u'\u'a\let{D} | z;f Quick-Fill populate the Locatlon flEld on
*Date *Expense Type ‘Des«cnpnon #’_“ *Payment each expense ||ne for you
" ‘ V| 254 characters remaining |
Expand All | Collapse All Total 0.00 USD
Click the Destination Location look up icon.
The Look Up Destination Location page displays.
Look Up Destination Location
Help
SetiD STATE
Expense Location |
Description bur
Lock Up Clear Cancel Basic Lookup

Search Results

View 100 First ‘4 12of2 ‘B Last
Expense Location Description

Bl e KE BlIEKE LT

BRLGT BURLINGTON WT

Select the Expense Location link.

The Create Expense Report - Details page displays the Destination Location selected.

Create Expense Report

[ Save for Later | @ Summary and Submit

Expand All | Collapss All

Colin Davidson (7
Quick Start [ _Populate From v]| so
*Business Purpose [Meeting V] Il)eslinatiun Location| BURLINGTOM VT Q, I
I *Report Description |Annusl Meeting I o  Attachments
Reference Q

Expenses (7

Expand &ll | Collapse All Add: | E,My Wallet (D) | ;Cf Cluick-Fill Total 0.00  USD

*Date *Expense Type Description *Payment Type *Amount *Cumrency
ol ~] = v A 000 Uso o HE
254 characters remaining
Total 0.00 usD

Enter a short, meaningful description for the trip into the Description field.
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Create Expense Report

Colin Davidson | ¥

[ Save for Later | E} Summary and Submit

Quick Start [ Populate From ~v|| eo
*Business Purpose [Meeting v Destination Location BURLINGTON VT Q
*Report Description Annual Meeting A Attachments
Reference aQ
Expenses (¥
Expand All | Collapse Al Add: | [ My Wallet (0} | £F Quick-Fill Total 0.00 USD
) *Expense Type Description *Payment Type *Amount *Currency
2032015 | [ | 2 — W 5o BE
254 characters remaining

Expand All | Collapse All Total 0.00 USD

Enter the Date of the expense by either typing a valid date or selecting the date using the calendar
icon. Note: This date cannot be in the future.

Create Expense Report

Colin Davidson (7

[ Save for Later | E_, Summary and Submit

Quick Start | ... Populate From v|| =o
*Business Purpose|Meeling v| Destination Location| BURLINGTON VT Q
*Report Description [annusl Mesting A4 Attachments
Reference Q.
Expenses (7
Expand All | Collapss Al Add: | [ My Wallet (0) | £ Quick-Fill Total 0.00  usD
*Date *Expense Type Description *Payment Type =Amount *Cumency
12032018 | | Vil [ v A 000 [UsD @ =
254 characters remaining
Expand All | Collapse All Total 000 USD

To choose the expense type, click the Expense Type drop-down to view the available expense types.
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Create Expense Report [ Save for Later | [& Summary and Submit
Colin Davidson |7

Quick Start [ Populate From ~v| &0
*Business Purpose\Meellng v|

Desti Location[BURLINGTON VT a
*Report Description [Annual Mesting i Attachments
Reference a

Expenses

Expand All | Collapse Al Add: | [ My Wallet (0) | £7 Quick-Fill Total 0.00  USD

*Date & *Expense Type Description *Payment Type *Amount *Currency
1210372018 {Family Preservation Support (| v A 000 [USD |Q =
|Finger Printg & Background Cks ~ 254 characters remaining
Foster Parent Damage Claim

Foster Parent Food

Foster Parent Recruitment
Expand All | Collapse All Foster Parent Reward-Recogniin Total 0.00 USD
Foster Parent Support Misc
Foster Parent Training
GASOLINE
IN AIR TRANSP

INAR TRANS® Expense Types are listed in alphabetical order. See Bulletin
INCONFTTAN RESisT 3.4 and the Expense Type list for guidance on Expense types.
NLODGNG For Out-of-State travel, the Expense Type should be an
"OUT" Expense type. Please note that all expenses for out of
state travel should use the OUT expense type even for

IN MILES - FULL

- T
IN TRAMSPORT OTHER
INWEHICLE RENTAL
INTERNET AGCESS
ITEMS FOR RESALE
Judicial only-Court Incentives
LEG NT 50+ MI

\NLUNH

expenses incurred within Vermont. Use the up and down
LEG NT PER DIEM ROOM arrows to scroll through the available options.
LEG TX LESS 50 MI v

LEG Tx PER DIEM MEAL

Select the appropriate Expense Type from the list provided.

The expense type displays along with the additional fields that need to be populated. The displayed
fields vary depending on the expense type selected.

Create Expense Report . .
Colin Davidson (7 The Location automatically defaults
_ _ from the Destination Location. Select a
“Business Purpose| Meeting ~ Destination Location |BURLINGTON VT . . . . .
“Report Description | Annusl Meeting 4, attochments Destination Location on the line if a
Reference Q Destination Location was not defined
or if it needs to be changed.

Expenses (7
Expand All | Collapse All Add: | @My Wallet (0) | :;‘ Quick-Fill

*Date *Expense Type *Description *Payment Type *Currency

12032018 | [INMILES - FULL ~ N |7 [Employes ~|| £ 000 UsD =

254 chaggfers remaining
*Billing Type|Hon-Taxabl v] B Default Rate “Exchange Rate | 100000000 2, [
*0riginating Location [&]
I~ . [ Non-Reimbursable ~ Base Currency Amount 000 USD
*Destination Location BURLINGTON VT 5]
_ COno Receipt
*Miles x 0.5450
Accounting Details ¢

Expand All | Collapss All Total 000 USD

The Payment Type and Billing Type are set to default as:

e Payment Type: Employee
¢ Billing Type: Non-Taxable - Internal
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Any expense that is over 60 days is considered taxable and is required to have a "Taxable" Billing
Type. If the Date on any of the expense lines is over 60 days, the Billing Type will automatically
update to “Taxable - Internal” when the expense report is saved for later or submitted for approval.

The following warning message displays if the Billing Type is updated on the expense report.

Message

Click OK to continue.

Create Expense Report

[& Save for Later | E Summary and Submit
Colin Davidson (%

Actions [ ...Choose an Action || o
*Business Purpose | Mesting hd Destination Location BURLINGTON VT Q
*Report Description Annual Meeting 3; Attachments
Reference Q
Expenses
Expand All | Collapse Al Add: | [ My Wallet (0) | £F Quick-Fill Total 0.00 USD

*Date *Expense Type 0 *Payment Type *amount *Currency
12/03/2018 |H [IN MILES - FULL v] | *[Mileage to Annual Mesting I=] [Employes vl 4 000 [usD [+ [=]

*Billing Type| Mon-Taxabl v

. d ~ [ Default Rate *Exchange Rate = 1.
*Originating Location [«}
s . [INon-Reimbursable ~ Base Currency Amount
*Destination Location BURLINGTOM VT Q
; [Ino Rre ceipt
*Miles x 0.5450

Accounting Details

Expand &ll | Collapse Al

Total 0.00 USD

Enter an explanation of the expense in the Description field on the line. If there were locations
travelled to along the way, those can be indicated here.
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Colin Davidson (7

*Business Purpose | Mesting

[ Save for Later | @ Summary and Submit

Actions [...Choose an Action

v|| co
hd Destination Location BURLINGTON VT Q
*Report Description Annual Mesting A Attachments
Reference Q,
Expenses
Expand All | Collapse Al Add: | [ My Wallet (0) | 47 Quick Fil Total 0.00 USD
*Date *Expense Type *Description *Payment Type *Amount *Cumency
10082015 | [INMILES - FULL | ‘|Mi|eage to Annual Mesting rJ [Employss v A p.00 [UsD =
225 characters remaining
=
o s = = [ Default Rate *Exchange Rate 1.00000000 o, [Ry
nating Location jmon Q I
— - [INon-Reimbursable ~ Base Currency Amount 000 UsD
*Destination Location [BURLINGTON VT Q 0
No Receipt
*Miles x 0.5450 ’
Accounting Details 7
Expand All | Collapss All Total 0.00 USD

Create Expense Report

Enter a few letters of where you started your trip into the Originating Location field.

Colin Davidson |7

*Business Purpose | Meeting b

[ Save for Later | @ Summary and Submit

Actions [, Choose an Action

v|| Go
Destination Location BURLINGTON VT Q
*Report Description Annual Meeting y;, Attachments
Reference Q

Expenses
Expand All | Collapse All Add: | [ My Wallet (0) | $F Quick-Fi Total 0.00 USD

*Date *Expense Type *Description *Payment Typs *Amount *Cumency

10082018 |F [INMILES - FULL | klMiIeagetoAnnual Mesting PL_“ Employee ™) A o.o0 [UsSD [# [=]

229 characters remaining
*Billing Type|Mon-Taxabl v

*Originating Location mon

b Default Rate

*Exchange Rate | 1.00000000 & [
*Destination Location BURLINGTON VT [lWon Reimbursable - Base Curency Amount v
Hiles . 05420 Mo Receipt
Accounting Details | 7
Expand &ll | Collapse Al Total 0.00 usD

Click the Originating Location look up @ icon.
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The Look Up page displays the locations that match your criteria.

Look Up

Search by: |Originating Location s |begins with|

Look Up Cancel | Advanced Lookup
Search Results
“iew 100 First ‘4 130f2 B Last
Originating Location Description
MT MOMNTAMNA
3! A
MMNTPR MOMNTPELIER WT

Help

Select the Originating Location link for the appropriate location.

The Create Expense - Details page displays the Originating Location selected.

Create Expense Report

[& Save for Later | @ Summary and Submit

s
I *Originating Location MOMNTPELIER WT
TONT

Colin Davidson (7
Actions [...Choose an Action v|| co
*Business Purpose | Mesling hd Destination Location BURLINGTON VT Q
*Report Description | Annual Mesting 4, Attschments
Reference (e}
Expenses (¢
Expand Al | Collapse All Add: | [G My Wallet (0) | £ Quick-Fill Total 000  USD
*Date *Expense Type *Description *Payment Type tAmount *Currency
10082018 | [IN MILES - FULL v]  *[Mieage to Annual Mesting | [Employes vl 4 0.00 USD =
229 characters remaining
Mot -
- : a I Default Rate *Exchange Rate | 1.00000000 ¢ [y
4,
I [ Non-Reimbursable Base Currency Amount 0.00 usD

0.5450

mccounng Detalls |7

Expand All | Collapse &ll

The mileage rate of reimbursement is

updated and maintained in accordance
with the State's negotiated agreements.

Enter the number of miles for the round trip into the Miles field.
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The Amount automatically populates.

Create Expense Report

Colin Davidson (¢

Attachments that relate to the entire

Destination Location BURLINGTON VT document should be added at the
*Report Description [Annual Mestin #, Aftachmen .
’ header level. Receipts for an expense

' should be added on the line.

*Business Purpose | Mesting ~

Expenses (7
Expand All | Collapse All Add: | [ My Wallet (0) | £ Quick-Fil 19.08  USD
*Date *Expense Type *Description *Payment Typs *Amount uency
10/0872018 | [INMILES - FULL ~]  *[Mileage to Annual Mesting [ [Employes v 1908 fisD [+ [=]
229 characters remaining
*Billing Type Non-Taxabl v {4 Default Rate *Exchange Rate | 1.00000000 ¢, [
*Originating Location MOMNTPELIER WT Q
— N [ Non-Reimbursable Base Cumrency Amount 1908 USD
*Destination Location | BURLINGTON WT Q
- CIne Receipt
Miles 35 x 0.5450
Accounting Details |7
Expand All | Collapse All Total 10.08 USD

Attachments can be added to the expense report at the header or on the expense line.

Click the & icon on the line to attach a receipt for the expense.
NOTE: Most expense types require a receipt. The exceptions are mileage, meals and per diems.
The Expense Line Attachments page displays.

Expense Line Attachments
Help

ReportID MEXT

Date 12/03/2018 Expense Type IN MILES - FULL Amount 19.08 USD
Details Personalize | Find | View All | (E] | E‘ First ‘4 1of1 ‘* Last
File Mame  Description User Name DateiTime Stamp
iew =l

Adding large attachments can take some ime to upload, therefore, it is advisable to save the
transaction before adding large attachments.

Add Attachment I

O Cancel

Click the Add Attachment button.
The File Attachment page displays.

File Attachment x
Help
Choose File |No file chosen
Upioad ancel
»

Click the Choose File button.
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The Choose File to Upload window opens.

|- Desktop »

Organize « New folder =~ i @
S Favorites * Name Size Ttem type |
Pl Desktop Business_Impact_Statement_for_PSFT_Apps 23 KB Microsoft

4. Downloads [=1 SR 3-18354082701 Jore 6 KB i 3
=] Recent Places Test Attachment
l#=| Express Check 3
4 Libraries Overflow 20KE Adobe Acr
@ Documents 3 Project Lookup Display Mo Results on a Travel ... 233 KB Microsoft )
J’ Music Duplicate Supplier Report Returns No Data 620 KB Microsoft)
(=] Pictures Employee Expense History Page Does Not Displ... 31TKE  Microsoft\
£¥ videos 1099 Supplier 136 KB Microsoft |
Unable to Update Remit To Supplier on Payme... 3B2KB  Microsoft)
18 Computer R @ Copy of Crystal_To_XMLP_Expenses_Report_Co... 34KE Microsoftl
‘E, Local Disk (C:) TA Missing Project 141 KB Microsoft )
%JJ My Passport (E:) EX.CFG.11 Expense Type - Wizard Type 1,347 KB  Microsoft |
S Shared (\\wsms.s v iﬁ_ﬂ Arrneimt Do e ....+,."p;,..,.4- Py ¥ Fys T | 10E VD hficroro. :;.: -
Filename: Test Attachment ~ | Al Files ) ~|
[ Open Iv] [ Cancel ]
Select the file you want to attach and click Open.
The File Attachment page displays with the file path of the document.
File Attachment
Help
C\Users\maryellen pfaller\Desktop\Test Attachment.do] Browse... |
Upload Cancel

Click Upload.

The Expense Line Attachments page displays with the File Name as a link to the document.

Expense Line Attachments

Help

Report ID MEXT

Date 12032018 Expense Type IMMILES - FULL Amount 19.08 USD

Details Personalize | Find | view sl | 20 | B First 4 10f1 * Last

File Name

Description User Name DateiTime Stamp

| =

Adding large attachments can take some ime to upload, therefore, it is advisable to save the
transaction before adding large attachments.

<7

I Receipt for expense

You can add additional attachments by
clicking the Add Attachment button or delete

Add Attachment

O I Cancel

an attachment by selection the & icon.
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Enter an explanation of the attachment in the Description field and click the OK button.

The Create Expense Report - Details page displays. The Attachment icon is updated.

Create Expense Report [ Save for Later | [ Summary and Submit
Colin Davidson (7
Actions [ .Choose an Action v GO
*Business Purpose ‘ Meeting ~ Destination Location [BURLINGTON VT Q
*Report Description Annusl Mesting A Aftachments
Reference aQ,
Expenses (7
Expand All | Collapss Al Add: | E‘,_,My Wallet (0} | -,;: Quuick-Fill
*Date *Expense Type *Descripfion *Payment Type *Amount *Currency
f
12032018 |[H [INMILES - FULL v|  7[Mileage to Annual Meeting 7 [Employee ) 0 19.08/ [usD F =
229 characters remaining
*Billing Type| Taxable - Ir v B4 Default Rate *Exchange Rate | 1.00000000) #, [

*Originating Location MONTPELIER WT Q

et . [ Non-Reimbursable ~ Base Currency Amount 1808 USD

Destination Location BURLINGTON VT Q

N [ No Recei pt
*Miles 35 x 0.5450
ccounting Details |7
Expand All | Collapse All Total 19.08 USD
Expand the Accounting Details section by clicking the Expand Accounting Lines " icon.

The Accounting Details section expands and the ChartFields for the line display.

Creale EXDBHSG RBDOFT [ Save for Later | [& Summary and Submit
Colin Davidson (?
Actions [_Choose an Action v|| so
*Business Purpose | Mesting hd Destination Location BURLINGTON VT Q
*Report Description [Annual Meeting A4 Aftachments
Reference aQ
The default ChartField values can be
Expenses (7 .
Expand 41l | Collspse All Add: | [ My Wallet (0) | 4 Quick-Fil updated for a” fleIdS exce pt the
Account. Additional accounting lines
*Date *Expense Type *Description
B . i i E3] i
10082018 | [INMILES - FULL V] [Mileage to Annual Mesting can be insert by Se|ect|ng the icon.
229 characters remaining
*Billing Type[Non-Taxabi v] t

*Originating Location MONTPELIER VT Q

. PR N [INon-Reimbursable ~ Base Currency Amount

Destination Location [BURLINGTON /T a,

~ [INo Recei pt
*Miles 35 x 0.5450
Accounting Details (7
Chartfields | [F=9
Amount ‘GLUNt  Monetary Amount C“":""Y E;f:a"ug Fund Dept Program Class Project
he.og jps1o0 |Q 19.08 USD 1.00000000 20105 |, 3100002000 |Q 59290 Q |ZDD17 |Q [ZMWT DD Q [#|[=]

Expand All | Collapse All Total 19.08 USD

The User Defaults on the employee’s profile defaults the ChartField information into the Accounting
Details section for the following fields: GL Unit, Fund, Dept. Some employees may also have default
ChartField information for the following fields: Program, Class, Project. The Account defaults from the
Expense Type and does not display.
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Create EXDEHSE Repor‘t [ Save for Later || [E Summary and Submit
Colin Davidson (7
Actions [_Choose an Action v]| co
*Business Purpose | Mesfing > Destination Location |BURLINGTON VT Q
*Report Description [Annusl Mesting 4 Aftachments
Reference Q
Expenses
Expand All | Collapss All Add: | [Z My Wallst (0) | £F QuickFill Total 1908 UsD
*Date *Expense Type *Description *Payment Type *Amount *Currency
10082018 |5 [INMILES - FULL v]  *[Mileage to Annual Mesfing J7 [Employes v 4 1908 [UsD =
229 characters remaining
*Billing Type | Non-Taxabl v [ Default Rate *Exchange Rate | 1.00000000 ) [
*Originating Location |MONTFELIER VT Q
-~ N [ Non-Reimbursable Base Currency Amount 1808 USD
*Destination Location BURLINGTON VT Q
- [INo Receipt
Miles 35 x 0.5450

Accounting Details 7

Chartfields

Additional expense lines can be inserted
. . by selecting the El icon. Select the
Amount =GL Unit Monetary Amount Cﬂ:"q’ Rafea"ﬂe Fund Dept

l19.08 |D8100 | 19.08 USD 1.00000000 20105 |, 3100002000 a proprlate expense type and enter the
details for the expense line.

Expand All | Collapse All

Click the Summary and Submit link.
The Create Expense Report - Submit page displays.

Create Expense Report

(5 Expense Details

Colin Davidson Actions | __Choose an Action v|| o
*Business Purpose [Meeting v
*Description Annuzl Meefing

Reference a,
Totals (2 & View Printabls Version 4 view Analytice A4, Attachments

Employee Expenses (1 Line) 18.08 UsSD Non-Reimbursable Expenses 0.00 UsD Employee Credits 0.00 USD

Cash Advances Applied 0.00 UsD Prepaid Expenses 0.00 UsSD Supplier Credits 0.00 USD

Amount Due to Employee 19.08 USD Amount Due to Supplier 0.00 USD Total Taxable Expenses 0.00 USD
(applicable taxes will be withheld from your pay)
O By checking this box, | certify the i are and comply with expense policy.
By submitting this Expense Report | certify under penalties of perjury that the information given on this form represents the actual expenses to which this employee is legally

entitled.

Submit

Click the Notes link.
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The Expense Notes page displays.

Expense Notes

Add Motes
Notes
Motes Name
OK Cancel

Personalize | Find | & | L_'i]

Enter Comments.

Expense Motes

Mileage for Annual Meeting

Add Notes

Notes
Notes Name
OK Cancel

Perzonalize | Find |L-T | L_-in|

Click the Add Notes button.

Expense Training Guide - Employee/Delegate
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The Comments are added to the Notes section. The Name, Role and Date/Time field values are
populated with the user who created the note and when.

Expense Notes You can add additional notes by
entering comments and clicking the

Add Notes button or delete a comment
by selection the = icon.

Add Motes
MNotes Perzonalize | Find | (Ed] | l_:i.' First ‘&' 1of {4 "' Last
MNotes Name Role Action Date/Time &
mﬁiﬂ; for Annual - - iin Davidson Employes 12122018 3:57-56PM =]

Cancel

Click the OK button.

The Create Expense Report — Submit page displays.

Create Expense Report Save for Later | [5) Expense Details
Colin Davidson Actions | ...Choose an Action || GO
*Business Purpose [Meeting ~|
*Description Annual Meeting
-
Reference a The Notes icon changes from
Totals (2 & \iew Printable \fersion B view Analytics LEN
when comments exist.
Employee Expenses (1 Line) 19.08 USD Non-Reimbursable Expenses 0.00 UsSD
Cash Advances Applied 0.00 USD Prepaid Expenses 0.00 UsD Supplier Credits 0.00 USD
Amount Due to Employee 19.08 USD Amount Due to Supplier 0.00 USD Total Taxable Expenses 0.00 USD
iaﬁglinab\& taxes will be withheld from wour Dy
O By checking this box, | certify the exp: i are and comply with expense policy.
By submitting this Expense Report | certify under penalties of perjury that the information given on this form rep its the actual exp to which this employee is legally
entitled.
Submit Expense Report

Review the certification message and then select the Certification checkbox.
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Create Expe nse Report [ Save for Later E'\I Expenze Detaile
Colin Davidson Actions [ Choose an Action ~| | G0
*Business Purpose| Meeting At
*Description Annual Meeting
Reference Q
Totals (7 & ‘iew Printable Version B View Analytics & Notes &4 Attachments
Employee Expenses (1 Ling) 19.08 USD Non-Reimbursable Expenses 0.00 UsD Employee Credits 0.00 UsD
Cash Advances Applied 0.00 USD Prepaid Expenses 0.00 UsD Supplier Credits 0.00 UsD
Amount Due to Employee 19.08 USD Amount Due to Supplier 0.00 USD Total Taxable Expenses 0.00 USD
{applicable taxes will be withheld from your pay)
m By checking this box, | certify the are and comply with expense policy.
By submitting this Expense Report | certify under penalties of perjury that the information given on this form represents the actual expenses to which this employee is legally
TR
I Submit Expense Report I
Click the Submit Expense Report button.
. . . .
The Create Expense Report - Submit Confirmation page displays.
Expense Report Submit Confirm
Help

Create Expense Report
Submit Confirmation
Colin Davidson

Totals

Employee Expenses (1 Ling)
Cash Advances Applied

Amount Due to Employee

OK Cancel

19.08 USD
0.00 USD
19.08 USD

Non-Reimbursable Expenses

Prepaid Expenses

Amount Due to Supplier

0.00 UsD
0.00 UsD

0.00 USD

Employee Credits 0.00 UsSD
Supplier Credits 0.00 USD
Total Taxable Expenses 19.08 USD

(applicable taxes will be withheld from your pay)

Click the OK button.
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The View Expense Report - Submit page displays with the message 'Your expense report (ER ID) has
been submitted for approval.' The status is updated to 'Submission in Process'. The Report ID is
assigned.

View Expense Report [ Expense Details
P Actions [._Choose an Action w]| GO
IYour expense report 0000532370 has been submitted for approval. I
Business Purpose Meeting I Report 0000532370 Submission in Process I
Description Annual Meefing Created 12/12/2018  Colin Davidson
Reference Last Updated 12122018  Colin Davidson
Post State Mot Applied
Totals (2 (& iew Printable Version EE View Analytics Q Motes
Employee Expenses (1 Line) 19.08 USD MNon-Reimbursable Expenses 0.00 UsSD Employee Credits 0.00 UsSD
Cash Advances Applied 0.00 UsD Prepaid Expenses 0.00 UsD Supplier Credits 0.00 UsD
Amount Due to Employee 19.08 USD Amount Due to Supplier 0.00 USD Total Taxable Expenses 19.08 USD

(applicable taxes will be withheld from your pay)

By checking this box, | certify the expenses submitted are accurate and comply with expense policy.
By submitting this Expense Report | certify under penalties of perjury that the information given on this form represents the actual expenses to which this employee is legally

entitled.
Submit Expense Report
I Refresh Approval Status I
[ Retum to Search =] Notify

Click the Refresh Approval Status button.

The Withdraw Expense Report button displays and is enabled. The Approval History section displays
the approval path for the expense, who submitted the transaction, who it is routed to, the action
performed and the date/time when the action occurred. The status is updated to' Submitted for
Approval'.

View Expense Report [ Expense Details

Colin Devidson Actions ][ co

Business Purpose Meeting |REEDN DD00S32370  Submitted for Approval I

Description Annual Mesting Created 12M2/2018  Colin Davidson
Reference Last Updated 12/12/2018  Coljg Davidzon
Post State Not Applied .
Totals (2 & View Printasie Version 9 view Analytics Select the Withdraw Expense Report button
Employee Expenses (1 Line) 19.08 USD MNon-Reimbursable Expenses 0.00 If you need to ma ke Cha nges to a su bm Itted
Cash Advances Applied 0.00 USD Prepaid Expenses 0.00 expense report. The transactlon |S removed
Amount Due to Employee 19.08 USD Amount Due to Supplier from the approverls Work"st and can be
I/ By checking this box, | certify the expenses submitted are accurate and comply with expengpBlicy. mod |f|ed . The Status |S u pdated to pend |ng.
By submitting this Expense Report | certify under penalties of perjury that the inforigg#®n given on this form n
entitled.
Bt Epesiennd I ST B R I Submitted On 12112/2015  Submitted By Colin Davidson

Approval History

B 2 .. 5

Submitted X Module Supervisar Expensa Coordinator
Coiin Davidson Ava Grace [Pooled) Payment
Action Role Name Date/Time
Submitted Employes Colin Davidson 12M2/2015 4:03:57PM
[&h Retum to Search || (=] Natify
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Create an Expense Report as a Delegate

Situations when this function is used: You need to create an expense report on behalf of another
employee.

Home Page Tile Navigation: TE tile > Expense Reports > Create/Modify Expense Report

Navigator Menu Navigation: Navigator > Employee Self-Service > Travel and Expenses > Expense
Reports > Create/Modify

< Home VT Travel and Expenses ® Q = @

Hew Window | Help |

| Expense Reports ~

Expense Report

Create/Modify Expense Report

Eind an Existing Value Add a New Value

View Expense Report
Empl 1D (00004

Print Expense Report

Add
Delete Expense Report

Travel Autherization w
l Find an Existing Value | Add a New Value
] Cash Advances w
] Payment/Expense Information w

1 Reports/Processes ~

The Expense Report - Add a New Value page displays in the work area and the Empl ID automatically
defaults.

Expense Report

Find an Existing Value Add a New Value

Empl 1D[p0003 4

Add

Select the Empl ID look up @ icon.
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The Look Up Empl ID page displays all of the employee IDs the delegate has authority to create
expense transactions for.

Look Up Empl ID X

Help

Empl ID| begins with
Mame| begins with w

Look Up Clear Cancel Basic
Lookup

Search Results

View 100 First ‘4 12062 ‘B Last
En1EI (] Naime

00003 Davidson, Colin |

o004 Nic T eag, RuTus

Select the Empl ID link.

Expense Report

Find an Existing “Value Add a New Value

Add

Click the Add button.

NOTE: In the event you have an approved travel authorization, the following message box displays as
a reminder.

A aporoved rpvel Juorzahon sotis [ apicabie io Tt expense repor Diesee chooss e Ceck St Fopuiais From A Treesl Suthorzaton” and select e Jpomorate el sumonzaton

o

Click the OK button to continue to the Create Expense Report — Details page.
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Create Expense Report

Colin Davidson |

[ Save for Later | E, Summary and Submit

Quick Start [__Populate From v]| o
‘BusinessPupose[ V] Destination Location Q
*Report Description #,  Attschments
Reference (&}
Expenses (7
Expand All | Collapse Al Add: | [ My Wallet (0) | Quick-Fil Total 000 usb
*Date *Expense Type Description *Payment Type *Amount *Currenty
ol ¥ iz v 4 0 uso o HEE
254 characters remaining
Expand All | Collapse Al Total 0.00 USD

Click the drop-down arrow to choose the Business Purpose.

Create EXDQHSQ Repor‘t Save for Later | [gl) Summary and Submit
Colin Davidson (2
Quick Start [ Populate From v|| cGo
*Business Purpose - "
Alternate Work Location Destination Location a
*Report Description | Audit -Inspections - Licensing
Client Support ‘%‘ Aliachments
Reference | Conference aQ
Construction, Repair, Maint
Economic Development
Emergency Response
. General Expenses

Expenses (2 Hazardous Material Cleanup
Judicial Assignment s Total 0.00 USD

Expand All | Collapse All Lagal - Law Enforcement Fill

I Ieeting .
*Date Description *Paymeni Type *Amount *Currency
[ |Test cF-05 07252018 v I vl 4 00g [uso @ =

Training 754 characters remaining

Expand All | Collapse All Total 0.00 USD

Select the option that most closely identifies the purpose of the trip.

Choose a Destination Location. This location should be the furthest point travelled during the trip.

Create Expense Repor‘[ [ Save for Later | [& Summary and Submit
Colin Davidson |
Quick Start | .. Populate From v|| Go
*Business Purpoaeh\‘leating hd IDeslinatiDn Location Bur Q I
*Report Description Fy _m
Reference Q.
Expenses (7
Expand All | Collapss All Add: | [Ey My Wallet (0) | £F Quick-Fill Total 0.00 USD
*Date *Expense Type Description *Payment Type *Amount *Cumency
W ] v 2 vl 4 oo uso | [
254 characters remaining
Expand All | Collapse All Total 000 USD

NOTE: Location searches in VISION search on a shortened name. It is best to enter the first few letters
of the location and click the magnify glass. The list includes all towns in Vermont, all States and
Territories, and Out of Country. For the purposes of Bulletin 3.4, Hawaii and Alaska are considered

Out of Country.

Enter the first three letters into the Destination Location field and click the look up @ icon.
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The Look Up Destination Location page displays.

Look Up Destination Location
Help
SetiD STATE

Expense Location |
Description bur

Look Up Clear Cancel Basic Lookup

Search Results
“Wiew 100 First 4 12of2 B Last

Expense Location Description
BURKE BURKE VT
| BRLGT BURLINGTON VT |

Select the Expense Location link.

The Create Expense Report - Details page displays the Destination Location selected.

Create EXDGHSG Repor‘t [ Save for Later | [ Summary and Submit

Colin Davidson |7

Quick Start [ Populate From v]| eo
*Business Purpose [Mesting v BDestination Location| BURLINGTON VT Q,
I *Report Description |Annual Meeting I Ay
Reference Q
Expenses (7
Expand All | Collapse All Add: | Eluly Wallet (D) | {: CQluick-Fill Total 000 usb
*Date *Expense Type Description *Payment Type *Amount *Cumency
W v [ X v A poo [UsD @ =
254 characters remaining

Expand &ll | Collapse All Total 0.00 usD

Enter a short, meaningful description for the trip into the Description field.

Create EXDGHSE Repor‘t [ Save for Later | [2 Summary and Submit
Colin Davidson | 7
Quick Start [ Populate From ~|| eco
*Business Purpose [Meeting v Destination Location BURLINGTON VT Q
*Report Description Annual Meeting & Attachments
Reference aQ
Expenses (7
Expand All | Collapse Al Add: | [ My Wallet (0) | 4§ Quick-Fill Total 0.00 USD
) *Expense Type Description *Payment Type *amount *Currency
20020 |5f M| |  — 1w oo Ja @ E
J 254 characters remaining
Expand All | Collapse All Total 0.00 USD

Enter the Date of the expense by either typing a valid date or selecting the date using the calendar
icon. NOTE: This date cannot be in the future.
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Create Expense Report

Colin Davidson |7

Save for Later | Ev Summary and Submit

Quick Start [ Populate From v]| Go
Busil Purpose [Mesting | Destination Location| BURLINGTON VT Q
*Report Description |annual Meeting j., Attachments
Reference aQ
Expenses
Expand A1l | Collapse All Add. | 3 My Wallet @) | 4 Quick-Fil Total 000 usb
*Date *Expense Type Deseription *Payment Type =hmount *Currenty
12032018 |ff | Vil [ v A noo [Uso @ =
254 characters remaining
Expand &ll | Collapss All Total 0.00 usD

—

o choose the expense type, click the Expense Type drop-down to view the available expense types.

Create Expense Report

Colin Davidson (7

[ Save for Later | @ Summary and Submit

Foster Parent Support Misc
Foster Parent Training
GASOLINE

IN AIR TRANSP

IN BREAKFAST

IN COMMUTER MILE

IN GONF/TRAIN REGIST
IN DINNER

IN INCIDENTALS
INLODGING

IN LUNGH

IN MILES - FULL

IN TRANSPORT OTHER
INVEHICLE RENTAL
INTERMET AGCESS

ITEMS FOR RESALE
[Judicial only-Court Incentives
LEG NT 50+ MI

LEG NT PER DIEM MEAL
LEG NT PER DIEM ROOM

LEG T PER DIEM MEAL

LEG TX LESS 50 MI W

Quick Start [_Fopulzte From v|| 60
“Business Purpose [Meeting v v Location| BURLINGTON VT Q
*Report Description | Annual Meeting & Attachmenis
Reference a
Expenses [
Expand All | Collapse All Add: | [ My Wallet (0) | 4 Quick-Fill Total 0.00 USD
*Date & *Expense Type Description *Payment Type *Amount *Currency
12032018 JFamily Preservation Support F‘_“ | ~ c': 000 |UsD Q =
|Finger Printg & Backaround Cks ~ 254 characters remaining
Foster Parent Damage Claim
Foster Parent Food
Foster Parent Recruitment
Expand All | Collapse Al Foster Parent Reward-Resogniin Total 000 USD

Expense Types are listed in alphabetical order.
See Bulletin 3.4 and the Expense Type list for
guidance on Expense types. For Out-of-State

travel, the Expense Type should be an "OUT"
Expense type. Use the up and down arrows to
scroll through the available options.

Select the appropriate Expense Type from the list provided.
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The expense type displays along with the additional fields that need to be populated. The displayed
fields vary depending on the expense type selected. Payment Type is ‘Employee’ and Billing Type is

‘Non-Taxable — Internal’.

Create Expense Report

Colin Davidson (:

[ Save for Later | E, Summary and Submit

Actions [ ._Choose an Action v|| so
*Business Purpose ‘ Megting ~ Destination Location BURLINGTON VT Q
*Report Description |Annual Mesting &, Attachments
Reference Q
Expenses (7
Expand All | Collapse Al Add: | [Gy My Wsllst (0) | £ Quick-Fill Total 0.00 USD
*Date *Expense Type *Payment Type *Amount *Cumency
12/03/2018 |5 [INMILES - FULL v * [Mileage to Annual Mesfing [CQll [Employes ~ 14 0.00] [USD HE=
= —
onei ‘fBithnn‘l'type Mon-Taxabl v - b Default Rate *Exchange Rate | 1.00000000) ¢, [
*Originating Location %
I N [INon-Reimbursable ~ Base Currency Amount 000 UsSD
*Destination Location |BURLINGTON VT Q O
No Receipt
*Miles x 0.5450 :
Accounting Details 7
Expand All | Collapse Al Total 0.00 USD

Enter an explanation of the expense in the Description field on the line. If there were locations
travelled to along the way, those can be indicated here.

Create Expense Report

Colin Davidson |

[ Save for Later | |2, Summary and Submit

Actions | Choose an Action || co
*Business Purpose [Mesting ~ Destination Location [BURLINGTON VT Q
*Report Description |Annual Meeting A% Attachments
Reference aQ,
Expenses 7
Expand All | Collapse Al Add: | EM)‘ ‘Wallet () | ;f: Quick-Fill Total 0.00  USD
*Date *Expense Type *Description *Payment Typs *Amount *Cumency
10082018 | [INMILES - FULL | *|Mileageto)‘«nnual Mesting P."‘ Employee v &, 0.00, |USD F =
229 characters remaining
I o - I [ Default Rate *Exchange Rate | 1.00000000 o, Ry
riginating Location |mon Q
— " [INon-Reimbursable ~ Base Currency Amount 000 UsD
*Destination Location [BURLINGTON VT o} O
No Receipt
*Miles x 0.5450 :
Accounting Details | 7
Expand &ll | Collapse Al Total 0.00 usD

Enter a few letters of where you started your trip into the Originating Location field and click look up

icon.
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Look Up
Help
Search by: |Originating Location s |begins with|
Look Up Cancel | Advanced Lookup
Search Results
View 100 First ‘4’ 130f3 B Last
Originating Location Description
MT MOMTAMNA
MNTGY MONTGOMERY
MNTPR MOMTPELIER VT
Select the Originating Location link for the appropriate location.
The Create Expense - Details page displays the Originating Location selected.
Create Expense REDO!’T [& Save for Later | Q} Summary and Submit
Colin Davidson (7
Actions [...Choose an Action v|| co
*Business Purpose [Mesting > Destination Location BURLINGTON VT Q
*Report Description | Annual Mesting 4, Attschments
Reference o,
Expenses (¢
Expand Al | Collapse All Add: | [ My Wallet (0) | £F Quick-Fill Total 000  USD
*Date *Expense Type *Description *Payment Type tAmount *Currency
10082018 | [INMILES - FULL v]  *[Mileage to Annual Mesting | [Employes vl o4 usD =
229 characters remaining
m—— i - M Default Rate *Exchange Rate 1.00000000 , [
*Originating Location MOMTPELIER VT Q I
[ Non-Reimbursable Base Currency Amount 0.00 usD
ocanon LINGTON VT (&}
L] o
Accounting Details |7
Total 0.00 USD

Expand All | Collapse &ll

Enter the number of miles for the round trip into the Miles field.
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The Amount automatically populates.
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Create Expense Report

Colin Davidson (7

[E Save for Later | @ Summary and Submit

Actions [ .Choose an Action v|| o
*Business Purpose ‘ Meeting ~ Destination Location BURLINGTON VT Q
*Report Description Annusl Mesting A Aftachments
Reference Q,
Expenses (%
Expand All | Collapse All Ado: | [y My Wallet (0) | $ Quick-Fil Total 1908 USD
*Date *Expense Type *Descripfion *Payment Type *Amount [*Currency
12032018 | [IN MILES - FULL v]  *[Mileage to Annual Meeting J7) [Employee [ 19.08 Jusp [# =
229 characters remaining
*Billing Type| Taxable - I v A Default Rate *Exchange Rate | 1.00000000) #, [
*Originating Location MONTPELIER WT Q
N I - [ Non-Reimbursable ~ Base Currency Amount 1908 USD
Destination Location | BURLINGTON VT Q O
N No Receipt
*Miles 35 x 0.5450
Dccnunﬁng Details | 7
Expand All | Collapss Al Total 19.08 USD

Expand the Accounting Details section by clicking the Expand Accounting Lines

icon.

The Accounting Details section expands and the ChartFields for the line display.

Creale Expense Report

Colin Davidson (?

*Business Purpose | Mesting v

Destination Location |BURLINGTON VT

*Report Description [Annual Meeting A4 Aftachments

Reference a

Expenses (7

Expand All | Collapse Al Add: | [ My Wallet (0) | #F QuickFil

[& Save for Later | Ej Summary and Submit

Actions [, Choose an Action V|| &0

The default ChartField values can be
updated for all fields except the

Account. Additional accounting lines

*Date *Expense Type *Description
10082018 |5 [INMILES - FULL v]  *[Mikage to Annual Mesting can be insert by Selecting the icon
229 characters remaining
*Billing Type | Non-Taxabl v
*Oniginating Location MOMTPELIER VT Q
A . [INon-Reimbursable ~ Base Currency Amou 18.08 UsSD
*Destination Location BURLINGTON T a,
_ [INo Recei pt
*Miles 35 x 0.5450
Accounting Details (7
Chartfields | [0
Amount ‘GLUNt  Monetary Amount gx‘:"”l' E;f:a"ug Fund Dept Program Class Project
he.og jps100 | 19.08 USD 1.00000000 20105 |, 8100002000 |Q 59290 Q20017 |Q [ZMVT D00 QL [#|[=]
Expand All | Collapse All Total 19.08 USD

The User Defaults on the employee’s profile defaults the ChartField information into the Accounting
Details section for the following fields: GL Unit, Fund, Dept. Some employees may also have default
ChartField information for the following fields: Program, Class, Project. The Account defaults from the

Expense Type and does not display.
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Create Expense Report

Colin Davidson (¥

[ Save for Later E} Summary and Submit

Actions [_Choose an Action v]| co
*Business Purpose | Mesfing > Destination Location |BURLINGTON VT Q
*Report Description [Annusl Mesting 4 Aftachments
Reference Q
Expenses
Expand All | Collapss All Add: | [Z My Wallst (0) | £F QuickFill Total 1908 UsD
*Date *Expense Type *Description *Payment Type *Amount *Currency
10082018 |5 [INMILES - FULL v]  *[Mileage to Annual Mesfing J7 [Employes v 4 1908 [UsD =
229 characters remaining
*Billing Type [Non Taxab v] [ Default Rate *Exchange Rate | 1.00000000 ¢, [
*Originating Location MONTPELIER VT Q
-~ N [ Non-Reimbursable Base Currency Amount 1808 USD
*Destination Location BURLINGTON VT Q
N [INo Receipt
*Miles 3IE x 0.5450
A ting Detals (B gng q g
roaunting Detals @ Additional expense lines can be insert
Chartfields . .
. — by selecting the B8l icon. Select the
Amount =GL Unit Monetary Amount Cﬂ:"q’ Ra‘t’e ANgE  Fund Dept
l19.08 |D8100 | 19.08 USD 1.00000000 20105 |, 8100002000 |4 approprlate expense type and enter the

Expand All | Collapse All

details for the expense line.

Click the Summary and Submit link.

The Create Expense Report — Submit page displays.

Create Expense Report

Colin Davidson

*Business Purpose\ Meeting

*Description Annuzl Meefing
Reference
Totals (2

Employee Expenses (1 Line) 18.08 UsSD

Cash Advances Applied 0.00 UsD

Amount Due to Employee

6 Wiew Printable Version

19.08 USD

(5 Expense Details

Actions | __Choose an Action ~| | se

]
a,
4 view Analytice A4, Attachments
Non-Reimbursable Expenses 0.00 UsD Employee Credits 0.00 USD
Prepaid Expenses 0.00 UsSD Supplier Credits 0.00 USD
Amount Due to Supplier 0.00 USD Total Taxable Expenses 0.00 USD
(applicable taxes will be withheld from your pay)
are and comply with expense policy.

O By checking this box, | certify the

entitled.

Submit

By submitting this Expense Report | certify under penalties of perjury that the information given on this form represents the actual expenses to which this employee is legally

Click the Notes link.
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The Expense Notes page displays.

Expense Notes
Help
Add Motes
Notes Perscnalize | Find | [EL | L_-i.| First ‘&' 10of1 ‘& Last
Motes Name Role Action Date/Time
OK Cancel
Enter Notes.
Expense Notes
Help

Mileage for Annual Meeting

Add Notes

Notes Personalize | Find | L | L_-in| First ‘&' 10f1 "% Last
Notes Name Role Action Date/Time
OK Cancel

Click the Add Notes button.
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The Comments are added to the Notes section. The Name, Role and Date/Time field values are
populated with the user who created the note and when.

Expense Motes
Help

Add Motes i
Motes Personalize | Find | (E1 | |__-§.I First ‘&' 1of1 ‘%' Last
MNotes Mame Role Action Date{Time
:ji?laz for Annual - - jin Davidson Employes 12122018 3:57-56PM =]

Cancel

Click the OK button.

The Create Expense Report - Submit page displays and the Notes icon is updated.

Create Expense Report L.Tl;axpanse Details

Actions [ .. Choose an Action ~| | 80

Colin Davidson
*Business Purpoze [Mesfing v
*Description Annual Meeting

Reference

Q
Totals 7 &) iew Printable Version B View Analytics # Attachments

Employee Expenses (1 Line) 19.08 USD Non-Reimbursable Expenses 0.00 UsSD Employee Credits 0.00 UsSD
Cash Advances Applied 0.00 USD Prepaid Expenses 0.00 UsD Supplier Credits 0.00 UsSD
Amount Due to Employee 19.08 USD Amount Due to Supplier 0.00 USD Total Taxable Expenses 19.08 USD
e
By checking this box, | certify the i are and comply with expense policy.
By submitting this Expense Report | certify under penalties of perjury that the information given on this form rep the actual exp to which thiz employee is legally
entitled.

NOTE: The Certification checkbox and Submit Expense Report button are disabled. A delegate is
authorized to create an expense transaction on behalf of another employee, but you cannot submit
the transaction. Contact Finops if you need authorization to submit on behalf of another employee.

Click the Save for Later link.
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The Modify Expense Report - Submit page displays. The Report ID is assigned, and the Status is
‘Pending’.

Modify Expense Report H__S;vg for Lated | [ Expense Details
Colin Davidson Actions [...Choose an Action w| G0
*Business Purpose| Meeting et I Report 0000532371 Pending I
*Description | Annual Meefing
Reference Q
Totals (2 &3 iew Printable Version B4 view Analytics 2 MNotes A&+ Attachments
Employee Expenses (1 Line) 19.08 USD Non-Reimbursable Expenses 0.00 UsD Employee Credits 0.00 USD
Cash Advances Applied 0.00 UsD Prepaid Expenses 0.00 usD Supplier Credits 0.00 USD
Amount Due to Employee 19.08 USD Amount Due to Supplier 0.00 USD Total Taxable Expenses 19.08 USD
{applicable taxes will be withheld from your pay)
By checking this box, | certify the exp are and comply with expense policy.
By submitting this Expense Report | certify under penalties of perjury that the information given on this form represents the actual expenses to which this employee is legally

entitied.
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Situations when this function is used: While creating an expense report, you can review the accounting
details (Chartfields) for each expense line. Please note that the accounting details are defaulted in and will

be the same on each line unless you make changes

WorkCenter Navigation: Home page > TE tile > Expense Reports > Create/Modify Expense Report

Menu Navigation: Navigator > Employee Self-Service > Travel and Expenses > Expense Reports >

Create/Modify

Enter Expense Report ID and click Search.

Expense Report

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a New Value

Search Criteria

l:a::o"t D[begins with ~|[532363
Reporfemenen oo
Empl ID[begins with V] Q
Report Status= | | v|
Creafion Date[= v|
[ case sensitive
Limit the number of results to (up to 300): |300

=
Clear | Basic Search 2 Save Search Criteria

Find an Existing Value | Add a New Value

Click Expand Section " to expand the accounting lines.

Save for Later

Choose an Action

Modify Expense Report
Colin Davidson (7
Actions
“Business Purpose | Training v Report DO0D532353
*Report Description Travel for VISION training Destination Location MONT! @
Reference a o, Atachments
Expenses (7
Expand All | Collapse Al Add: | [ My Wallet(©) | £ Quick-Fill Total
*Date *Expense Type *Description *Payment Type
12/032018 |[§ [INMILES - FULL v Travel to Monipelier for VISION training B [Employee oA
214 characters remaining
Expand All | Collanse Al Total

*Amount

26.71

[ Summary and Submit

v|| so

Click the Accounting Details " to expand the accounting lines. The accounting detail link is located at the

bottom of each Expense line
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Modify Expense Report

Colin Davidson (7

“Business Purpose | Meeting

*Report Description Annual Meeting

Reference

Expenses (7

Expand Al | Collapse All Add: | E&,M‘,'Wa\et:
"Date *Expense Type

12102018 |[§ | INMILES - FULL

& *Billing Type| Mon-Taxabl ¥
*Qriginating Location MONTPELIER VT
“Destination Location BURLINGTON VT

“Miles 40 x

Accounting Details (7

Report 0000532365 Pending
Destination Location BURLINGTONVT Q

Q &i Attachments

0) | § QuickFil

*Description *Payment Type
v *Travelto Burlington / Employes
234 characters remaining

¥| Default Rate

o

Non-Reimbursable

No Receipt

05450

Base Currency Amount 2180 USD

Save for Later @ Summary and Submit

Actions | _Choose an Action v|| G0

Total 87.20 USD

*Amount

4 21.80

*Currency

UsD =

*Exchange Rate 1000

"B

Lines can be added by clicking the = Add button and can be deleted by clicking the =! Minus button.

Expenses (7
Expand All | Collapse Al Add: | B My Wallet (0) | 4F Quick Fill Total 8.0 usb
*Date *Expense Type *Description *Payment Type *Amaount *Currency
1211072018 INMILES - FULL v *[Travel to Burlington 4 Employes 4 2180 [USD FHE
234 characters remaining
G *Billing Type| Non-Taxatl ¥ ¥ Default Rate *Exchange Rate | 100000000 ¢, B
*Originating Location MONTPELIER VT aQ Non-Reimbursable  Base Currency Amount 2180 UsD
*Destinati i STONV
Destination Location BURLINGTON VT Q No Receipt
*Miles 40 x 0.5450
Accounting Details (7
Chartfields | [F=9
Amount *GL Unit Monetary Amount E:gf”‘y S:fe"a”ge Fund Dept Program Class Project
21.80 3100 |Qq 21.80 UsD

1.00000000 20105 |@ 100002000 @ 59290

@ [z0017 j@ ZwvT  000JQ, Iﬂ jl
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Mod\fy EXPEHSE Report Save for Later @Smmawanc Submit
Colin Davidson (7
Actions | Choose an Actien v|| GO
*Business Purpose | Mesting v Report 0000532365 Pending
*Report Description Annual he Destination Location BURLINGTON VT Q
Reference Q i}, Attachments
Expenses (¢
Expand All | Colapse All Add: | [, My Wallet (0) | £F Quick-Fill Total 8120 UsD
*Date “Expense Type *Description *Payment Type *Amount “Currency
1 IN MILES - FULL v]  *[Travel to Burlington B [Emoloyee o4 2180 UsD =]
234 characters remaining
@ “Billing Type | Non-Taxabl ¥ ¥ Default Rate *Exchange Rate | 100000000 % [
*Originating Location MONTFELIER VT Q Non-Reimbursable ~ Base Currency Amount 2180 USD
*Destination Location BURLINGTON VT Q No Receipt
*Miles a0 x 0.5450
.
Accounting Details (7 M' The account COde
.
and GL Unit should
Chartfields.
Amount *GL Unit Monetary Amount E:L‘:"w E;:‘:a"ge Fund Dept Program Class Project never be Ch anged.
21.80 08100 |Q 21.80 USD 1.00000000 [20105 |@ 8100002000 @ (59290 Q 20017 |@ [ZMVT  000HQ, |+ =
pa100 @ usb 1.00000000 20105 |, 8100002000 |@ (59290 Q20017 |Q |ZMVT 000Gy [+ =
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Situations when this function is used: When entering expense reports, it is important to save often.
We recommend saving after every few lines to avoid losing any work.

Home Page Tile Navigation: TE tile > Expense Reports > Create/Modify Expense Report

Navigator Menu Navigation: Navigator > Employee Self-Service > Travel and Expenses > Expense

Reports > Create/Modify

Create Expense Report

Colin Davidson (%

*Business Purpose Training -
*Report Description |Travel for VISION training

Reference Q

Expenses (7

Expand All | Collapse All Add [y My Wallet (0) | f Quick-Fill

*Date
1210312018

“Expense Type
IN MILES - FULL

*Billing Type MNon-Taxabl -
*Originating Location \WOLCOTT VT

*Destination Location MONTPELIER VT

*Miles 40 x

0.5450
Accounting Details (7

Destination Location MONTPELIER VT Q,

& Attachments

*Description *Payment Type

* Travel to Montpelier for VISION training Employee
214 characters remaining

[ Default Rate

[C Non-Reimbursabie

e Receipt

Base Currency Amount

| Save for Later \IQ, Summary and Submit

Actions " Choose an Action - | Go
Total 26.71 usp
*Amount *Currency
- 4 26.71 [UsSD =
*Exchange Rate 1.00000000 FE!I

26.71 usD

Expand All | Collapse All

Total 26.711 usp

While working in an expense report you can save it to come back to later at any time by clicking on the

Save for Later link.

The Modify Expense Report - Details page displays. The Report ID is assigned, and the Status is

‘Pending’.

Modify Expense Report

Colin Davidson (7

*Business Purpose Training -

*Report Description Travel for VISION fraining

12/03/2018 |[{ INMILES-FULL

Reference (e}
Expenses (7
Expand All | Collapse All Add: | My'."Ja\Iel(El) | f Quick-Fill
*Date *Expense Type

-

I Report 0000532363 Pending I
Destination Location MONTPELIER VT Q

(% Aftachments

*Description *Payment Type

* Travel to Montpelier for VISION training Employee

214 characters remaining

Save for Later | D‘, Summary and Submit

Actions __Choose an Action - | GO
Total 26.,71  USD
*Amount *Currency
-4 2671 |UsD =

Expand All | Collapse All

*Billing Type Non-Taxabl + [ Default Rate *Exchange Rate 1.00000000 =
“orwiating Locafion [¥0L 0TI VT N [Tl Hon-Reimbursable Base Currency Amount 2671 usD
*Destination Location MONTPELIER VT Q 5

*Miles 1) « 05450 [Fne Receipt
Accounting Details (7
Total 26.71 usp
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Finish and Submit

Situations when this function is used: After all the expense lines, receipts and notes have been added
and the accounting information is verified the expense report is ready to be submitted for approval.
Home Page Tile Navigation: TE tile > Expense Reports > Create/Modify Expense Report

Navigator Menu Navigation: Navigator > Employee Self-Service > Travel and Expenses > Expense
Reports > Create/Modify

Creale EXDGHSB RBDOF‘[ [ Save for Later I [& Summary and Submit I

Colin Davidson (%

Actions [_Choose an Action v|| co
*Business Purpose | Mesfing hd Destination Location [ BURLINGTON VT Q
*Report Description [Annual Meeting A4 Aftachments
Reference aQ
Expenses (7
Expand &l | Collapse Al Add: | [ My Wallet (0) | £ Quick-Fill Total 19.08  USD
*Date *Expense Type *Description *Payment Type *Amount *Currency
10/0872018 | [INMILES - FULL ~]  *[Mieage to Annual Mesting [ [Employe= v A 1908 [USD [+ =]
229 characters remaining
*Billing Type Non-Taxabl v [ Defauit Rate *Exchange Rate | 1.0

*Originating Location MONTPELIER VT Q

. R N [INon-Reimbursable ~ Base Currency Amount

Destination Location BURLINGTON /T Q,

~ Cne Receipt
*Miles 35 x 0.5450
Accounting Details (7
Chartfields | [0
Amount ‘GLUNt  Monetary Amount E‘”’E"C‘! E:?:‘é"gg Fund Dept Program Class Project
he.og jps1o0 |Q 19.08 USD 1.00000000 20105 |, 3100002000 |Q 59290 Q |ZDD17 |Q [ZMWT DD Q =] | [=]

Expand All | Collapse All Total 19.08 USD

Click the Summary and Submit link.

The Create Expense Report - Submit page displays. NOTE: The Modify Expense Report — Submit page
displays if you previously clicked the Save for Later link.

Create Expe nse Report [ Save for Later | [ Expense Details

Colin Davidson Actions| _Choose an Action || B0

*Business Purpcse| Meeting hd

*Description Annual Meeting

Reference Q
Totals (7 & \View Printable \ersion B View Analytics &S] #4 Attachments
Employee Expenses (1 Line) 18.08 USD Non-Reimbursable Expenses 0.00 usD Employee Credits 0.00 UsD
Cash Advances Applied 0.0D USD Prepaid Expenses 0.00 UsD Supplier Credits 0.00 USD
Amount Due to Employee 19.08 USD Amount Due to Supplier 0.00 USD Total Taxable Expenses 0.00 USD
dabpliable taes il e witnald Com yol oo
O By checking this box, | certify the i are and comply with expense policy.
By submitting this Expense Report | certify under penalties of perjury that the information given on this form its the actual to which this employee is legally

entitled.

Review the certification message and select the Certification checkbox.
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Create Expe nse Report [ Save for Later E’J Expenze Detaile
Colin Davidson Actions[...Choose an Action w| | Go
*Business Purpose| Meeting At
*Description Annual Meeting
Reference Q
Totals (¢ & ‘iew Printable Version B Wiew Analytics & Notes 4 Attachments
Employee Expenses (1 Ling) 19.08 USD Non-Reimbursable Expenses 0.00 UsD Employee Credits 0.00 UsD
Cash Advances Applied 0.00 USD Prepaid Expenses 0.00 UsD Supplier Credits 0.00 UsD
Amount Due to Employee 19.08 USD Amount Due to Supplier 0.00 USD Total Taxable Expenses 0.00 USD
{applicable taxes will be withheld from your pay)
m By checking this box, | certify the i are and comply with expense policy.
By submitting this Expense Report | certify under penalties of perjury that the information given on this form represents the actual expenses to which this employee is legally
P
I Submit Expense Report I

Click the Submit Expense Report button.

The Create Expense Report - Submit Confirmation page displays.

Expense Report Submit Confirm
Help

Create Expense Report
Submit Confirmation
Colin Davidson

Totals
Employee Expenses (1 Line) 18.08 USD Non-Reimbursable Expenses 0.00 UsD Employee Credits 0.00 USD
Cash Advances Applied 0.00 USD Prepaid Expenses 0.00 UsD Supplier Credits 0.00 USD
Amount Due to Employee 19.08 USD Amount Due to Supplier 0.00 USD Total Taxable Expenses 19.08 USD

(applicable taxes will be withheld from your pay)

Cancel

Click the OK button.
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The View Expense Report - Submit page displays with the message 'Your expense report (ER ID) has
been submitted for approval.' The status is updated to 'Submission in Process'. The Report ID is

assigned.

View Expense Report

Lo Do

IYour expense report 0000532370 has been submitted for approval. I

Business Purpose Meeting

Reference

Totals (¢

Employee Expenses (1 Line)

Cash Advances Applied

entitled.

Description Annual Meeting

Amount Due to Employee

[ Expense Details

Actions [__Choose an Action v]| €0

I Report

370 Submission in Process

Created
Last Updated

# By checking this box, | certify the expenses submitted are accurate and comply with expense policy.
By submitting this Expense Report | certify under penalties of perjury that the information given on this form represents the actual expenses to which this employee is legally

I Refresh Approval Status

[G" Retumn to Search =] Motify

Colin Davidson

Colin Davidson

Post State Mot Applied
Q “igw Printable “ersion EE View Analytics ': Motes
19.08 USD MNon-Reimbursable Expenses 0.00 UsSD
0.00 UsD Prepaid Expenses 0.00 UsD
19.08 USD Amount Due to Supplier 0.00 USD

Employee Credits

Supplier Credits

Total Taxable Expenses 19.08 USD
(applicable taxes will be withheld from your pay)

Click the Refresh Approval Status button.
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The expense report has been routed to the supervisor for approval. The Withdraw Expense Report
button displays and is enabled. The Approval History section displays the approval path for the
expense report, who submitted the transaction, who it is routed to, the action performed and the
date/time when the action occurred. The status is updated to' Submitted for Approval'.

View Expense Report [ Expense Details
Colin Davidson Actions ][ 6o
Business Purpose Meeting | Report 0000532370 Submitted for Approval I
Description Annual Mesting Created 121222018  Colin Davidson
Reference Last Updated 12/12/2018 Colin Davidson

Post State Mot Applied

Totals @ & View Pintabie Version 9 View Analytcs Click the Withdraw Expense Report button if
Employee Expenses (1 Line) 19.08 USD Non-Reimbursable Expenses . yOU need to ma ke Cha nges to a Su bm Itted
Cash Advances Apeted smu Frepatd Expenses expense report. The transaction is removed
Amount Due to Employee 19.08 USD Amount Due to Supplier from the approverrs Work“st and can be
i/ By checking this box, | certify the expenses submitted are accurate and comply with expsge®Dolicy. mod |f|ed . The status |S u pdated to pend |ng
By submitting this Expense Report | certify under penalties of perjury that the igfigge®ion given on this fo
entitled.
Submit Expense Report I \Withdraw Expense Report I Submitted On 121 2/2018 Submitted By Colin Davidson

Approval History

Submitted EX Module Supervisor Expense Coordinator

Coén Davidson Ava Grace (Pealed) Payment

Action Role Name Date/Time

Submitted Employee Colin Davidson 12122018 4:03:57PM

[G" Retumn to Search || (<] Natify

Page 38 of 195



»~~ VERMONT

Duplicate Expense Reports

Expense Training Guide - Employee/Delegate

Situations when this function is used: You will receive a warning message when you save an expense
report for later or submit and expense report and there is a duplicate expense.

Home Page Tile Navigation: TE tile > Expense Reports > Create/Modify Expense Report

Navigator Menu Navigation: Navigator > Employee Self-Service > Travel and Expenses > Expense

Reports > Create/Modify

Create Expense Report

Colin Davidson

*Business Purpnse|‘.-|ea' ing w

*Report Description Annual Mesting

Reference

Expenses

Expand All | Collapse All Add: | [’__,My ‘Wallet (D) | ::‘ Quick-Fill

*Date *Expense Type

Destination Location [BURLINGTON VT

4 Q. Aftachments

*Description

[ Save for Later | B Summary and Submit

2032013 |5 [IN MILES - FULL

v]

*Billing Type| Taxable - Ir &
*Originating Location |MONTPELIER T
*Destination Location BURLINGTON VT

*Miles 35 x 0.5450

Accounting Details

2 0

* |I-.1\ leage to Annual Mesting

229 characters remaining

1 Default Rate
[ Mon-Reimbursable

Actions [...Choose an Action v | GO
Q
Total 19.08 USD
*Payment Type =Amount *Currency
J  [Employes vl 4 19.08] [UsD H =

*Exchange Rate 1.0D00DD0D

Base Currency Amount

D Mo Receipt

Expand All | Collapse All

Total 19.08  USD

Click the Save for Later link.

NOTE: Duplicates are checked when the Save for Later link is selected and when the Submit Expense

Report button is selected.

If a duplicate expense line exists, the following message will display.

Message

Waming, at least one line has been flagged as a duplicate (22000,110)

Click OK to continue or Cancel to go back o review.

Cancel

NOTE: Clicking the OK button will save the expense report with errors. Click Cancel if you do not want
to save the report. Lines in error should be corrected prior to submitting the expense report.

Click the Cancel button.
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The Review Exceptions icon displays on the duplicate expense line.

Create Expense Report

Colin Davidson (7

[ Save for Later | |2; Summary and Submit

"Miles 3 x 0.5450

Accounting Details 7

Actions [__Choose an Acfion v|| cGo
*Business Purpose [Mesting hd Destination Location BURLINGTON VT Q
*Report Description | Annual Meeting Lo; Aftachments
Reference Q
Expenses (7
Expand All | Collapse All Add: | [ My Wallet (0) | z;' Quick-Fill Total 19.08  USD
*Date *Expense Type *Description *Payment Type =Amount *Cumrency
12/03/2015 |5 [INMILES - FULL v]  *[Mieage to Annual Mesfing I [Employee vl A LIl S0 =
229 characters remaining
(;Q *Billing Type| Taxable - Ir w ¥ Default Rate *Exchange Rate 1.00000D00] ":, ﬁé
briginating Location MONTPELIER VT Q [INonReimbursable ~ Base Currency Amount 1908  USD
*Destination Location BURLINGTOM WT a I No Receipt

Expand All | Collapse All

Total 19.08 USD

. . G
Click the Review Exceptions icon.

The View Exception Comments and Risks page displays. The Comment field identifies duplicate the

expense sheet and line.

Create Expense Report
View Exception Comments and Risks

General Information

Report Description Annual Meeting
Business Purpoze Meefing
Reference

Report ID 0000532371

Exception Information

Line Exception

1IN MILES - FULL Duplicates Exist

Comment

Expense line iz a duplicate of Line 1, Sheet [d DDDDS32370.
Date 2018-12-03, Amt Spent 159.08 USD.

Retum To Expense Report

Delete or correct the duplicate line.
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Copy Expense line(s) for an Expense Report

Situations when this function is used: This functionality allows an employee to create one or multiple new
lines by copying an existing line on an expense report.

Home Page Tile Navigation: TE tile > Expense Reports > Create/Modify Expense Report

Navigator Menu Navigation: Employee Self-Service > Travel and Expenses > Expense Reports >
Create/Modify

Click the Actions drop-down to ... Choose an Action

Click the Copy Expense Lines button and Click GO

VT Travel and Expenses AN
New Window
Create Expense Report [ Save for Later | [ Summary and Submit
Colin Davidson | %
Actions | Choose an Action v|| GO
“Business Purpose | Meeting v Destination Location BURLINGTON VT Q
*Report Description Annual Meeting c"; Attachments
Reference Q
Expenses (7
Expand All | Collapse Al Add: | [ My Wallet (0) | £ Quick Fi Total 2180 USD
“Date “Expense Type “Description “Payment Type *Amount *Currency
12/10/2018 |[5j) [IN MILES - FULL v *[Travel o Burlington L [Employes v & 2180 |UsD =
234 characters remaining
*Billing Type Non-Taxabl ¥ ¥ Default Rate *Exchange Rate | 1.00000000 ¢, [&
*Originating Location MONTPELIER VT Q
- _ Non-Reimbursable  Base Currency Amount 2180 USD
*Destination Location BURLINGTON VT Q
N No Receipt
*Miles 40 x 0.5450
Accounting Details (7

Expand All | Collapse Al Total 2180 USD

The system defaults to Copy to One Date and copies to non-holiday workdays. If you want to copy to a
Weekend day or Holiday, you will need to check the corresponding checkbox.
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Copy Expense Lines X
Help =

Choose the Copy to One Date option if you want to copy each selected line just once using the To Date as
the new expense date, or choose Copy to Range of Dates if you want to copy each line multiple times with
the expense date for the new lines set to each day within the specified date range. Select the expense lines

o COpY and press DK,

Copy Option

® Copy to One Date To Date |12110/2018  |[5)
Copy to Range of Dates From Date El ) Include Weekends

To Date £ ) Include Holidays

Select Expense Type Expense Date Amount Spent Currency

5] IN MILES - FULL 12102018 21.80 USD
OK Cancel

4 »

When copying to one date, enter the Date you want to copy to into the To Date field next to the Copy one
Date field.

Select the Line you wish to Copy and Click OK
To Copy to a range of dates, click the Copy to Range of Dates option.

Enter the date range you want to copy to into the From Date and To Date fields and Select the Line you
wish to Copy

Click the OK button
Copy Expense Lines X
Help =
Choose the Copy to Cne Date option if you want to copy each selected line just once using the To Date as
the new expense date, or choose Copy to Range of Dates if you want to copy each line multiple times with
the expense date for the new lines set to each day within the specified date range. Select the expense lines
to copy and press OK.
Copy Option
2 Capy to One Date To Date E
'® Copy to Range of Dates From Date 12/09/2018 |5 I Include Weekends
To Date |12/10/2018 |5 I Include Holidays
Select Expense Type Expense Date Amount Spent Currency
£ IN MILES - FULL 12/10/2018 21.80 USD
7] IN MILES - FULL 12/09/2018 21.80 USD
| OK Cancel
4 3

The Create Expense Report page displays with the copied line(s).

Click the Expand Section link to adjust the information for the copied lines.
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Modify Expense Report |5 Save for Later | B Summary and Submit
Colin Davidson (2
Expense Lines v GO
“Business Purpose | Meeting M Report 0000532365 Pending
*Report Description Annual Meeting Destination Location BURLINGTON VT [}
Reference Q :; Attachments
Expenses
Expand All | Collapse Al Add: | [ My Wallet (0) | £ Quick-F Total 87.20  USD
"Date *Expense Type *Description *Payment Type *Amount *Currency
1210/2018 |F | IN MILES - FULL v *|Travel to Burlington A [Employee v #. 2180 |USD [+ =
234 characters remaining
12/09/2018 |F) | IN MILES - FULL v *[Travel to Montpelier A [Employee v #. 2180 |USD [+ =
234 characters remaining
12110/2018 |F) |IN MILES - FULL M *|Travel to Burlington AU‘ Employee v l,,'; usD [+ [=]
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Create Multiple Expense Lines Using Quick-Fill

Situations when this function is used: Another way to save time when creating expense lines is to use
Quick-Fill. The functionality enables an employee to add one or multiple lines to an expense report by
selecting the appropriate expense type and specifying the date or date range for the expense. You will
then enter the remaining information that pertains to each expense type.

Note: This is an excellent way to enter multi-day hotel stays where each day must be entered
separately.

Home Page Tile Navigation: TE tile > Expense Reports > Create/Modify Expense Report

Navigator Menu Navigation: Navigator > Employee Self-Service > Travel and Expenses > Expense
Reports > Create/Modify

Create Expense Report Save for Later | [& Summary and Submit
Eric Hoefel (2
Quick Start [ Populate From ~| co
“Business Purpose |Conference V| Destination Location BURLINGTON VT Q,
*Report Description Training Conference f,, Attachments
Reference (&}

Expenses (7
Expand All | Collapse Al Add: | [ My Wallet (01 47 Quick-Fill Total 0.00 USD

*Date *Expense Type Description *Payment Type *Amount *Currency
EN v = vl 4 000 [UsD & =
254 characters remaining
Expand All | Collapse All Total 0.00 USD

Select the Quick-Fill link.
The Quick-Fill page displays with a list of the expense types. The From and To dates default to the current date.

Quick-Fill
Help
Enter the date range you want applied to the expenses you will be adding to the report. Then choose the expense types
and whether you want to add one instance of the expense type or have an entry of that expense e o da
within the date range.
— The defaulted date range should be
From [06/25/2019 |1 To 06/25/2019 |[3) updated to ensure the Ilnes are
Add Expense Types: created with the appropriate dates.
One Day All Days Expense Type
O O IN AIR TRANSP
O O IN BREAKFAST
O O IN COMMUTER MILE
(] O IN CONF/TRAIN REGIST
O O IN DINNER
O O IN INCIDENTALS
(] O IN LODGING
O O IN LUNCH :
|:| D IN MILEAGE ADAPT VAN Use the SCI’O” bar tO VleW
O O NMLEs-FuLL more expense types.

(=]
=

Cancel

Update the From and To dates.
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Quick-Fill
Enter the date range you want applied to the expenses you will be adding fo the report. Then choose the expense types
and whether you want to add one instance of the expense type or have an entry of that expense type for each day
within the date range.
Date Range
From [06(10/2019 | To 061242019 |5
Add Expense Types:
One Day All Days | Expense Type
O O IN AIR TRANSP A
O O IN BREAKFAST
(] (] IN COMMUTER MILE
(] (] IN CONF/TRAIN REGIST
O O IN DINNER
O ] IN INCIDENTALS
O IN LODGING
O LT JNLuncH
(] (] IN MILEAGE ADAPT WAN
O O IN MILES - FULL v
0OK Cancel

Help

Expense Training Guide - Employee/Delegate

NOTE: A single line for the selected expense type is created using the first day in the date range when
the One Day checkbox is selected. If the All Days checkbox is selected, a line is created for each day in

the date range.

Click the Select checkbox next to the expense type you are adding to the expense report.

Click the OK button.
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The Create Expense Report - Details page displays. Lines are created for the expense types selected. A
single line is created when One Day was selected, and multiple lines are created when All Days was
selected.

Create Expense Report [g) Save for Lster | [B Summary and Subrmit
Eric Hoefel | 7
Actions [ Choose an Acfion ~v| | s0
*Business Purpose | Conference Vl Destination Location [BURLINGTON VT v}
*Report Description | Training Conference A, Attachments
Reference Q
Expenses 7
i i B e Z o Total 000 USD
“Date *“Expense Type *Description “Payment Type “Amnount “Currency
06102018 |5y [IN LODGING ~] *|_ J v A oon [uso o [ [=
254 characters remaining
o -na‘;Billli_ng -|;¥pE|Nnn-_axable - Internal | T ST ] Default Rate *Exchange Rate | 100000000/ <, [5
riginating Location &
[INon-Reimbursable ~ Base Currency Amount 000 UsD
*Location [BURLINGTON VT Q 0 ! ' N
Mo Receipt
Merchant () Preferred (® Non-Preferred

The displayed fields vary depending on
the expense type selected. The

Accounting Details 7

required fields displayed need to be

0611172018 |5) [IN LODGING v L .
3 54 charactars remaining completed for all added lines.
*Billing Type [Non-Taxsble - Internal ] [ Receipt Spiit ]
*0riginating Location C
) D MNon-Reimbursable Base Currency Amount 0.00 uso
*Location BURLINGTOMN VT aQ 0
- — HNo Receipt
*Merchant () Preferred '®) Non-Preferred
Accounting Details | 7
e - * . - =
061272018 |5y [IN LODGING ~] [ J v A oof [uso o [*
254 characters remaining
*Billing Type | Mon-Tsxasble - Internal ' [ Receipt Split ¥ Default Rate *Exchange Rate 100000000 @, [y
*0Originating Location s
. |:| MNon-Reimbursable Base Currency Amount 0.00 uso
*Location BURLINGTON VT Q O
- — No Receipt
*Merchant () Preferred '® Non-Preferred
Accounting Details |7
Expand All | Collapse All Total 000 UsD

Enter an explanation of the expense in the Description field on the line.
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Merchant ) Preferred {® Non-Preferred

Accounting Details |7

Create Expense Report [2) Save for Later | [B Summary and Submit
Eric Hoefel (7
Actions [...Choose an Action v]| co
*Business PurposelCcnferer‘oe v| Destination Location | BURLINGTOM VT Q
*Report Description | Training Conference 4 Attachments
Reference Q
Expenses 7
Expand All | Collapse All Add: | [l My Wallet (0 | 48 Quick-Fill Total 11000 usb
“Date “Expenze Type “Description “Payment Type “Amount “Currency
061072018 |5) [IN LODGING v * [Cvemight in Burlington P‘ Employee w & 110.00) §|UsSD Q Hi=
- i Receipt Split 4 Default Rat *Exchange Rate | 1.00000000 &, [
*Originating Location |mon
D Non-Reimbursable  Base Currency Amount 110.00 usor
- — [ No Receipt
*Merchant () Preferred '®) Non-Preferred
Accounting Details |7
06/11/2018 |3y [IN LODGING v| * P_ w & 0.00 |usD aQ Hi=
254 characters remaining
*Billing Type|Non-Taxable - Internal | [l Receipt Spiit ¥ Default Rate *Exchange Rate | 1.00000000) , [
*Originating Location aQ
. |:| Non-Reimbursable  Base Currency Amount 0.00 UsDr
*Location BURLINGTON VT aQ 0O
No Receipt

+

06/122018 |3 [IN LODGING v P— W &, Q.00 |usD Q Hi=
254 characters remaining
o _na‘;gmli_ng 'I;ype| MNon-Taxable - Internal ~| . [ Receipt Split Default Rate *Exchange Rate 100000000 ¢, [
rigi ng Location a
) |:| Non-Reimbursable Base Currency Amount 0.00 usor
*Location BURLINGTON VT a o
— — No Receipt
*Merchant () Preferred '®) Non-Preferred
Accounting Details |7
Expand All | Collapse All Total 11000 USD

Enter a Description
Select Payment Type = Employee

Enter the Amount

Enter a few letters of where you started your trip into the Originating Location field.

Click the Look Up icon.
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The Look Up page displays the locations that match your criteria.

Look Up

SetlD STATE

Originating Location| begins with W
Description| begins with | imon

Look Up Clear Cancel
Search Results
View 100 First ‘&' 14ar4 B Last
Originating Location Description
MMNETH MOMKTOM VT
MT MOMTAMA
MNTPR MONTPELIER VT I

Basic Lockup

Help

Select the Originating Location link for the appropriate location.

The Create Expense Report - Details page displays the Originating Location selected.

Create Expense Report

Eric Hoefel (7

[ Save for Later

[ Summary and Submit

Actions | Choose an Action

v| | @0

“Currency

*Merchant () Preferred

® Non-Preferred

Accounting Details 7

Purpese| Gonference ] Destination Location [EURLINGTON VT Q
*Report Description | Training Conferance e Attachments
Reference Q
Expenses 7
Expand &l | Collapse Al Adc: | [l My Wallet (0) | £ Quick-Fil Total 110.00
“Date “Expense Type *Description “Payment Type “Amount
06102010 |5 [INLODGING ~]  *[Ovemight in Buringtan [ [Empioyee v A 110.00
Z31 characters remaining
— e ; )
I Originating Locatiar MONTPELIER 1 B Receipt Splt M Defautt Rate *Exchange Rate 1.00000000;
*Originating Location M VT I I
- - [ Non-Reimbursable  Base Currency Amount 110.00
Location [BURLINGTON WT = O
No Receipt
*Merchant () Preferred (® Non-Prefered
Hitton I
Accounting Details (2
Dei12018 |5 [INLODGING v & vl & 0.00
354 chamacters remaining
*Billing TypeMon-Taxsbls - Intermal ~ [ Receipt Split ¥ Default Rate *Exchange Rate | 1.00000000
*Originating Location <Y
.\ ) [ Non-Reimbursable  Base Currency Amount 0.0
Location [BURLINGTON VT =
[ Mo Receipt
*Merchant () Preferred ® Non-Preferred
Accounting Details 2
06/12i2018_ |5 [INLODGING ~] [ v 4 a.00
254 characters remaining
*Billing Type Mon-Texsble - Internsl v [ Receipt Split ¥ Default Rate *Exchange Rate | _1.00000000
*Originating Location a
.\ ) [ Non-Reimbursable  Base Currency Amount 0.00
Location BURLINGTON VT a 0
No Receipt

vso o [

v R

uso

Enter the Merchant (always leave Non-Preferred checked.)

Click on the Attachment Link to attach the receipt (see page 11.)

Note: If you have a multiple night stay during a trip, each night’s stay must be entered separately.

Complete any additional lines added via the Quick-Fill function.
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Delete Expense Lines for an Expense Report

Situations when this function is used: You need to delete any expense report lines that were
previously added. Lines can be deleted when creating a new expense report or when modifying an

existing expense report.

Home Page Tile Navigation: TE tile > Expense Reports > Create/Modify Expense Report

Navigator Menu Navigation: Navigator > Employee Self-Service > Travel and Expenses > Expense

Reports > Create/Modify

Create Expense Report

Colin Davidson (7

Save for Later | @ Summary and Submit

*Miles x 0.5450

Accounting Details (7

Actions | Choose an Action v|| o
Business Purpose [Conference v ion Location NEW YORK <%
*Report Description |Trip to Albany New York (%, Attachments
Reference Q,
Expenses (7
Expand All | Collapse Al Add: | [ My Wallet (0) | £ Quick-Fill Total 0.00 USD
*Date *Expense Type *Description *Payment Type *Amount *Currency
121272018 [ouT MILES - FULL v]  *[Mieage to Conference [Employee v 4 0.00 USD =
233 characlers remaining
on tfBil\Ii_nﬂ Ttx_'pe o [ Default Rate *Exchange Rate | 1.00000000] #, E
*Originating Location | mont
. ) [JNon-Reimbursable ~ Base Currency Amount 000 USD
*Destination Location NEW YORK Q 0
N No Receipt
“Miles X 0.5450
Accounting Details (2
1211372018 |[F [OUT MILES - FULL vl ot [Employee vl 4 000 |uso =
254 characters remaining
et Tl’,"’_“”m > o ¥ Default Rate *Exchange Rate | 100000000 7 F2,
*Originating Location
) ) [INon-Reimbursable  Base Currency Amount 000 USD
“Destination Location [NEW YORK Q

COno Receipt

Click the Delete = icon for the expense line you want to delete.
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The Create Expense Report - Delete Confirmation page displays.

Save Confirmation x

Help

Create Expense Report
Delete Confirmation
Report ID NEXT

You have selected an expense lines to delete. Any credit card, enhanced data, expense lines associated
with this line will be deleted as well. To continue and delete the expense lines, press OK; otherwise, press
Cancel.

i:IDG not show this confirmation again

OK Cancel

Click the OK button.

The Create Expense Report - Details page displays, and line will no longer exist on the expense report.

Create Expense Report [ Save for Later | [} Summary and Submit
Colin Davidson (7
Actions [...Choose an Action v|| Go
*Business Purpose |Cnr|leren[:e V‘ Destination Location NEW YORK Q,
*Report Description [Trip to Albany New York F Altachments
Reference Q,
Expenses (2
Expand Al | Collapse All Add: | [ My Wallet (0) | 4 Quick-Fil Total 9265 usD
*Date *Expense Type *Description *Payment Type *Amount *Currency
12/12/2018 | [OUT MILES - FULL v|  "[Mileage to Conference [ [Employee v 4 9265 |USD =
233 characters remaining
*Billing Type| Non-Taxabl v ¥ Default Rate *Exchange Rate | 1.00000000) ¢, [
*Originating Location MONTPELIER VT Q
" ~ [[INon-Reimbursable  Base Currency Amount 9265 USD
*Destination Location NEW YORK Q
N Ono Receipt
*Miles 170, x 0.5450
Accounting Details (7
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Add an expense line to an Expense Report

Expense Training Guide - Employee/Delegate

Situations when this function is used: This functionality enables an employee to add additional

expense lines to an expense report.

Home Page Tile Navigation: TE tile > Expense Reports > Create/Modify Expense Report

Navigator Menu Navigation: Navigator > Employee Self-Service > Travel and Expenses > Expense

Reports > Create/Modify

Click the ™' button next to Add a New Expense line.

Modify Expense Report

Colin Davidson | 7

*Business Purpose | Meeting - Report 00005323656 Pending
*Report Description Annual Mesting Destination Location BURLINGTON VT (¢}
Reference Y 4 Atachments

Expenses (¢
Expand All | Collapse Al Add: | [ My Wallet (0) | £ Quick-Fi
*Date *Expense Type “Description “Payment Type
121072018 |3 [IN MILES - FULL v *[Travel to Burlington 2 [Employes
234 characters remaining
12/09/2018 | [IN MILES - FULL v *[Travel to Montpelier & [Employee
234 characters remaining
121072018 |3 [IN MILES - FULL v *[Travel to Burlington 1 [Employes
234 characters remaining
12/10/2018 |3 [IN MILES - FULL - “[Travel to Montpelier | Ed Employee

234 characters remaining

Expand All | Collapse Al

[ Save for Later | [2 Summary and Submit

Actions

Total 87.20

*Amount
& 21.80
Fu 21
A ‘ 21
Fu 21
Total 87.20

|| o
usD
*Currency
usD + =
usD + =
usD +] =
usp _
usp

The inserted line displays. Click drop-down on the new line to choose from the Expense Type list.

Expenses (7
Expand All | Collapse Al Add: | [y My Wallet (0) | £F Quick-F| Total 8720 USD
*Date “Expense Type Description *Payment Type *Amount *Currency
12/10/2018 |5j [INMILES - FULL v *[Travel to Burlington N [Empioyee £ 21.80 [USD ¥ =
234 characters remaining
12/09/2018 |5 [IN MILES - FULL v *[Travel to Montpelier B [Employee A 2180 [USD + [=
234 characters remaining
12/10/2018 |5 [IN MILES - FULL v *[Travel to Burlington P [Employee £ 21.80 |USD ¥ =
234 characters remaining
12/10/2018 31 IN MILES - FULL v *[Travel to Montpelier /F" Employee y ‘ 21.80 usD + =
234 characters remaining
12/10/2018 |5 v P £ 0.00] [USD aq HEE
iearaciaiaenaioing

In this training, we will add Office Supplies. To find Supply expense types,

of the scrollbar.

Click the Down Arrow button
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Click the SUPPLIES - OFFICE list item.

Expense Training Guide - Employee/Delegate

Medify Expense Report
Colin Davidson
Business Purpose | Meeting v
*Report Description Annual Meeting
Reference [
Expenses
Expand All | Collapse Al Add: | B F Quick-Fil
“Date = ke
1211002018 | OUT LUNCH
OUT MILEAGE ADAPT VAN
OUT MILES - FULL
OUT MILES REDI El
OUT TRANS R
21092018 | E
121002018 |6
W
HER GENERAL
PERSONS
21102018
Expand All | Collapse A

Report 0000532365 Pending
Destination Location BURLINGTON VT

# Attachments

Description

234 characters remaining

*[Travel to Montpelier i

234 characters rem.

254 characters remaining

"Payment Type

Employes
Employee
Employes
Employes

Actions

[ Save for Later | [B} Summary and Submit
Choose an Action v | o
Total 87.20 uso

*Amount *Currency

USD ¥ =
A 2 USD ¥ =
A =
: 21.80 +] [=
A 21.80 USD E =
;, 000 [USD y, B E
Total 87.20 uso

Enter the Expense date or select date using the calendar. To use the calendar, click the Choose a date
Calendar E Icon button. Click the desired date.

Expenses (7
Expand All | Collapse All

“Date
12/10/2018

12/09/2018

12/10/2018

12/10/2018

12/10/2018

“Billin
“Mei

Add: | [ My Wallet (0) | 4% Quick-Fill
*Expense Type
B [INMILES - FULL
B [INMILES - FULL
B [INMILES-FULL
i —
Calendar
December v | [2018 -
S M T W T F S
1
2 3 4 5 5 7 8
g 10 11 12 13 14 15 4

1€ 17 18 19 20 21 22
23 24 25 26 27 28 29
30

Current Date

*Description

ravel to Burlington | E1]

234 characters remaining

*[Travel to Montpelier | E1]

234 characters remaining

*[Travel to Burlington | E1]

234 characters remaining
*[Travel to Montpelier i

234 characters remaining

254 characters remaining
B# Receipt Split

“Payment Type

Employee

Employee

Employee

Employee

Employee

¥/ Default Rate

Non-Reimbursable

No Receipt

Total 87.20
*Amount
M FA 21.80
M FA 21.80
M FA 21.80
M rA 21.80
v A 000
*Exchange Rate 1.00000000)|
Base Currency Amount 0.00

“Currency

usb =

==

usD

usD

usD
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Enter a description of what supplies were purchased into the Description field.

Enter the amount spent into the Amount Spent field.

Expenses (7
Expand All | Collapse Al Add: | [y My Wallet (D) | 47 Quick-Fil Total 9220 UsD
*Date *Expense Type *Description *Payment Type *Amount *Currency
12102018 Eﬂ IN MILES - FULL A *[Travel to Burlington A@ Employee A ﬁ 2180 UsSD E|
224 characters remaining
12/09/2018 Eﬂ IN MILES - FULL v *[Travel to Montpslier //Iﬁ' Employes v I; 2180 USD =
234 characters remaining
121102013 |5 [INMILES - FULL v]  "[Travel to Buriington B [Employee s 2180 USD =]
234 characters remaining
120102018 [ [INMILES - FULL v|  7[Travel to Montpeiier A [Employee 4 2180 [UsD =
234 characters remaining
12/10/2012 |5 [SUPPLIES - OFFICE [l | Markers for Meeting 4@ Employee o4 500 fuso o =
oL e )
*Billing Type| Non-Taxzbl ¥ Receipt Spit ¥ Default Rate *Exchange Rate | 1.00000000 & [
R ® NonBrelered Non-Reimbursable  Base Currency Amount 500 USD
Staples I No Receipt
Accounting Defails (7
Enter the supplier the supplies were purchased from into the field below *Merchant field.
Non-Preferred defaults as checked
Note: The State of Vermont doesn't list Preferred Merchants.
Click the Save for Later link or the Summary and Submit link if your report is complete.
Modify Expense Report I Save for Later | [& Summary and Submif
Colin Davidson (7
Actions | __Chcose an Action Ad GO
*Business Purpose | Meeting hd Report 0000532385 Pending
*Report Description /Annual Meeting Destination Location BURLINGTON VT Q)
Reference Q & Attachments

Expenses (7

Expand All | Collapse Al Ade: | [ My Wallet (0) | 4F Quick-Fill Total 9220 USD
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Add an expense line with expense type amount limits exceeded

Situations when this function is used: Certain expense types, such as breakfast, lunch or dinner, have
amount limits. If dollar limit is exceeded, you will need to enter exception comments.

Home Page Tile Navigation: TE tile > Expense Reports > Create/Modify Expense Report

Navigator Menu Navigation: Navigator > Employee Self-Service > Travel and Expenses > Expense

Reports > Create/Modify

Click the ™' button next to Add a New Expense line

Modify Expense Report
Colin Davidson (7
“Business Purpose | Meeting -
“Report Description /Annual Meeting
Reference Q
Expenses (7
Expand All | Collapse Al Add: | [ My Wallet (0) | %% Quick-Fi
*Date *Expense Type
12/10/2018 |[5 [IN MILES - FULL v
12/09/2018 | [IN MILES - FULL v
12/10/2018 |3 IN MILES - FULL v
12/10/2018 |5y [IN MILES - FULL v
Expand All | Collapse Al

Report 0000532365

Pending

Destination Location BURLINGTON VT

&4 Attachments

*Description

*|Travel to Burlington

234 characters remaining

*[Travel to Montpelier

234 characters remaining

*[Travel to Burlington

234 characters remaining

*|Travel to Montpelier

234 characters remaining

Actions
a

*Payment Type

Employee v

Employee v

Employee v

Employee v

[ Save for Later | [@ Summary and Submit
][ co
Total 87.20 USD
“Amount “Currency
2180 [USD +] [=
21 usD +] [=
21 usD +] [=
* 28 usD _
Total 87.20 USD

The inserted line displays. Click drop-down on the new line to choose from the

Expense Type list.

In this training, we will add IN DINNER
the scrollbar.

Expenses (2
Expand All | Collapse Al Add: | [ My Wallet (0) | £ Quick-F Total 87.20  USD
“Date “Expense Type Description “Payment Type “Amount "Currency
12/10/2018 |3y [IN MILES - FULL . *[Travel to Burlington Employee v g, 2180 [USD # =
234 characters remaining
12/09/2018 |5 [INMILES - FULL - *[Travel to Montpelier Employee - &£ 21 usb + =
234 characters remaining
12/10/2018 |5y [IN MILES - FULL v *[Travel to Burlington Employee - A 21 usD +| =
234 characters remaining
12/10/2018 |3y [IN MILES - FULL . “[Travel to Montpelier Employee v g, 21 USD # =
234 characters remaining
121102018 |5y - - 4 oo [uso | MHIE
T

. To find in state expense types, Click the Down Arrow button of
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Click the IN DINNER list item.

Modify Expense Report () Save for Later | [B Summary and Submit
Colin Davidson |7
Actions an Action v GO
*Business Purpose | Meeting b Report 0000 Pending
*Report Description Annual Meeting Destination Location BURLINGTON VT =}
Reference aQ F4 Attachments
Expenses
Expand All | Collapse Al Add: | [ My Walet () | 4F Quick-Fill Total 137.20 usD
*Date *Description *Payment Type *Amount *Currency
8 - *[Travel to Burlingt 2 [Employee - £ 21.80 ==
234 characters remaining
2002018 | reservation *[Travel to M = [Employee v & 2180 USD ==
reservation Support - =
g & Bar nd Cks 234 chara
8 *[Travel to Burlington & [Employee - £, 21.80 HE=
234 characters remaining
2110/2018 *[Travel to Montpelier 2 [Employee v £ 2180 USD ==
234 characters remaining
8 " [ioto's Steakhouse B [Employee | £ soof usD o EIE
237 characts maining
*Billing Type| Non-Taxabl » Eff Receipt Spit ¥ Default Rate *Exchange Rate L)
*Originating Location Q
MNon.Reimbursable Base Currency Amount uso
*Location BURLINGTON VT (s}
Mo Receipt
Accounting Details (2
Expand All Collapse All Total 137.20 uso
.
Note: You can enter the Expense date or select date using the calendar.
To use the calendar, Click the Choose a date Calendar el Icon button.
. .
Click the desired date.
Expenses (2
Expand All | Collapse Al Add: | [2, My Wallet (0) | £F Quick-Fill Total 87.20  USD
“Date *Expense Type “Description *Payment Type *Amount “Currency
12102018 |5 [IN MILES - FULL v *|Travel to Buriington JJI Employes v £ 2180 [USD =
234 characters remaining
120972015 | [INMILES - FULL v *[Travel to Montpelier A [Employee 4 2180 USD =
234 characters remaining
12/10/2018 | [IN MILES - FULL v *| Travel to Buriington Aﬁl Employee v & 2180 USD =
234 characters remaining
1271072015 g v *[Travel to Montpelier B [Employes v 4 2180 [USD =
Calendar x 234 characters remaining
December v | [2018 v
1210/2018 S M T WT F § v 0 [Employee . £ 000 [USD o =
! 254 characters remaining
“Billin S 130 11:; 152 1(33 1:; 135 BE Receipt Split ¥ Default Rate *Exchange Rate | 1.00000000) & [
R d
Ve i6 17 18 19 20 21 22 e Non-Reimbursable ~ Base Currency Amount 000 USD
23 24 25 26 27 28 29 No Receipt
30 31
¢ Current Date
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Enter a description of what/where the purchase was into the Description field.

Enter the amount spent into the Amount field.

Enter the Location of the dinner in the *Location field.

Expenses (7
Expand All | Collapse All Add: | My Wallet (2) f Quick-Fill
*Date *Expense Type *Description *Payment Type
12102018 |5 [INMILES - FULL v " [Travel to Burlington A [Empioyee
234 characters remaining
12/08/2018 IN MILES - FULL v *[Travel te Montpelier /El Employee
234 characters remaining
2102018 [ | IN MILES - FULL v *[Travel to Burlington / Employee
234 characters remaining
2 2018 | | IN MILES - FULL v *[Travel o Mentpelier /El Employee
234 characters remaining
12/10/2012 |5 | IN DINNER v Koto's Steakhouse /@I Employee
— 7
237 characters remaining
*Billing Type/| Non-Taxabl ¥ BE Receipt Spit ¥l Default Rate
*Originatin, o
= Non-Reimbursable
“Location BURLINGTON VT al
No Receipt
Accounting Details (=

Total 137.20 usD
*Amount *Currency
1A 2180 [UsD =
A 2 USD =
] 4 718y [USD ®H =
A 2 usD =
v S soodf uso o EE
*Exchange Rate 1.00000000 3 [
Base Currency Amount 5000 USD

Click the Save for Later link or the Summary and Submit link. The Modify Expense Report page

displays, and the Report ID is assigned.

Modify Expense Report I Save for Later | [B) Summary and Submit I
Colin Davidson (2
Actions | _Choose an Action hd GO
*Business Purpose | Meeting T Report 0000532365 Pending
*Report Description [Annual Meeting Destination Location BURLINGTON VT Q
Reference a & Attachments
Expenses (7
Expand All | Collapse All Add: | [ My Wallet (0) | 4§ Quick-Fill Total 92.20 USD
. UN A s . . ”
You receive a “Missing or Invalid Information was found” Flag.
12110/2018 |5 [IN DINNER v *[koto's Steaknouse P [Empioyee v &£ 5000 [UsD Q =

237 charac! remaining
~Billing Type| Non-Taxabl v Receipt Split

*Originating Location MONTPELIER VT G

*Location BURLINGTON VT ) E

¥ Default Rate
Non-Reimbursable

No Receipt

Accounting Details (7

“Exchange Rate

Base Currency Amount

NOTE: The error will also display when you submit the expense report. The expense report can be
saved but cannot be submitted until the error is resolved or an exception comment is added.

Click the icon to view further detail

The Expense Report Line Errors window appears letting you know that you have exceeded the allowed

limit for this expense type.
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Expense Report Line Errors x

Help .

>

Please enter or update the following information:

Authorized Amount -- Explanation required for amount over authorized limit of 12.85 USD.

Return -

Click Return
Click on the Location Amount Exceeded comment icon.

= The Authorized Amount by Location window appears. An Error is listed letting you know the
Expense type on line 5 was exceeded

Enter an Explanation as to why you exceeded the amount

Authorized Amount by Location x
Help
Expense Report
Authorized Amount Exceeded
Colin Dawidson Report ID 0000532365

Expense Type Location Limit Exception

Authorized Amount 12.85 USD

Transaction Amount 50.00 UsSD

The authorized amaunt for expense type [N DINNER in BURLINGTON VT has been exceeded on line 5.
Flease provide an explanation as to why.

OK

Click OK.

Important Note: You MUST attach a receipt even though the system will not warn you that you need one!

Click Save for Later or Summary and Submit.
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The previous errors are gone.

Modify Expense Report

Colin Davidson (2

[ Summary and Submit

Actions [__Choose an Action v]|_so
*Business Purpose | Meeting v Report 0000532365 Pending
*Report Description Annual Meeting Destination Location BURLINGTON VT a
Reference a i Attachments
Expenses (7
Expand All | Collapse All Add: | Wallet 4 Quick-Fill Total 137.20  USD
*Date 3 *Description *Payment =Amount *Curren

IN MILES - FULL v *[Travel to Burlington Employ: - & 2 usD
234 characters remaining

12/09/2018 |5 [IN MILES - FULL - Travel to Montpelier & [Empioy - % 2180 |usD
234 characters remaining

12/10/2012 |5 [INMILES - FULL - *[Travel to Burlington Emplo - & 2 usD
234 characters remaining

N MILES - FULL v Travel to Montpelier AEI Emplo v F 2 uUsD

234 characters remaining

IN DINNER v *[Kolo's Steakhouse Empio ] =
237 characters remaining
“Billing Type | NOn-Taxan) v B Receipt Spit ¥ Default Rate *Exchange Rate

~Originating Location MONTPELIER VT Q

*Location BURLINGTON VT a G

Non-Reimbursable Base Currency Amount

¥I No Receipt

Accounting Details (7
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Change Default Accounting for an Expense Report

Situations when this function is used: You have split funding, or your accounting information is going
to be different than your default accounting.

NOTE: It is recommended that you change the default accounting prior to adding expense lines.
Changes to the default accounting will automatically default onto existing lines as long as the
ChartField information was not manually updated in the Accounting Details section. The manual
updates are retained.

Home page Tile Navigation: TE tile > Expense Reports > Create/Modify Expense Report

Navigator Menu Navigation: Navigator > Employee Self-Service > Travel and Expenses > Expense
Reports > Create/Modify

< Home VT Travel and Expenses A Q= @

I Expense Reports ~

Expense Report

Create/Modify Expense Report

Find an Existing Value Add a New Value

View Expense Report
Empl 1D o003

Print Expense Report

Add
Delete Expense Report

Travel Authorization ~
' Find an Existing Value | Add & New Value

| Cash Advances v
| Payment/Expense Information ~

! Reports/Processes ~

The Expense Report - Add a New Value page displays in the work area and the Empl ID automatically
defaults.

Expense Report

Find an Existing Value Add a New Value

Empl ID|p0003 x|Q

Add

Click the Add button.
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Create Expense Report [ Save for Later | [g Summary and Submit
Colin Davidson (7
Actions _ Choose an Action - GO
“Business Purpose Conference - Destination Location FLORIDA a
["‘Report Description Trip to Florida Conference f, Attachments
Reference Q
Expenses (7
Expand All | Collapse All Add: | [ My Wallet(0) | £ Quick-Fill Total 0.00 UsD
*Date *Expense Type Description *Payment Type “Amount *Currency
02/11/2019 ] OUT AIR TRANSP - Employee B 4 000 |usp a =
254 characters remaining
*Billing Type Mon-Taxable - Internal - Receipt Split [ Default Rate “Exchange Rate 1.00000000] ¢, F%
*Originating Location Q g
“Location FLORIDA Q D”""'Re‘mb"'same Base Currency Amount 000 USD
No Receipt
*Ticket Number
*Merchant ) Preferred @ Non-Preferred
Accounting Details (2
Expand All | Collapse All Total 0.00 USD

Complete the required fields in the header and add a date and expense type for the first expense line,
the Actions drop-down menu becomes available.

Create Expense Report [ Save for Later | E‘, Summary and Submit
Colin Davidson (¢
I Actions  Default Accounting For Report v GO I
*Business Purpose Conference - Destination Location FLORIDA a
*Report Description Trip to Florida Conference &7‘ Atachments
Reference Q
Expenses (7
Expand All | Collapse All Add: | [ My Wallet(0) | 4F Quick-Fill Total 0.00  USD
*Date *Expense Type Description *Payment Type *Amount *Currency
0271112019 |5) OUT AIR TRANSP - Employee - A 000 uso @ =
254 characters remaining
Expand All | Collapse All Total 000 USD

Select Default Accounting For Report.

Click the GO button.
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The Create Expense Report - Accounting Defaults page displays. The ChartField values default from
the User Defaults page on the employee’s profile.

Create Expense Report
Accounting Defaults

Report ID MEXT

Accounting

izati i i 1 b
Summary Set Personalizations | Find | @| @ First 1 of 1 Last

Yo *GL Unit  Fund Dept Program Class Project

hoo.oo |[os100 |G [20105 |G (810000200, (59290 Q, [zoo17 @ [zMvT  o0o0lg =

Add ChartField Line Load Defaults User Defaulis

OK

Make any necessary changes to the ChartFields. The Account defaults from the expense type and
cannot be changed. NOTE: The GL unit should never be changed.

To add a ChartField line, click the Add ChartField Line button.

Create Expense Report
Accounting Defaults
ReportID MEXT
Accounting . . . i b
Summary Set Personalizations | Find | @l @ First 1-20f 2 Last
% *GL Unit Fund Dept Program Class
100.00 08100 |G j20105 |C (8100002000 |3 59290 2y (Zo01T7 ) =
0.00 08100 | 20105 |Q |8100002000 |3 59290 Q, zoo17  |Q E
Add ChartField Line Load Defaults User Defaulis
OK

Update the Percentage and ChartFields for each line.
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Create Expense Report

Add ChartField Line

OK

Accounting Defaults

‘gﬁﬁfﬂ:g‘ri:g SetPersonalizations | Find | 22| B8 First (4 1-20f2 (@ Last
Y *GL Unit Fund Dept Program Class

50.00 08100 |@ [20105 |@ [s100002000 |@ [59290 q [z0017 |a [=

50.00 08100 |q [20105 |q (8100002000 |q (59090 q o017 |g [

ReportID MEXT

Load Defaults User Defaults

Click the OK button to return to the Create Expense Report — Details page.

Create Expense Report
Colin Davidson (7

Save for Later | E‘, Summary and Submit

Actions _ Choose an Action ~ | GO
*Business Purpose Conference - Destination Location [FLORIDA Q,
*Report Description Trip to Florida Conference &1 Aftachments
Reference Q
Expenses (7
Expand All | Collapse Al Add: | [ MyWallet(0) | 47 Quick-Fill Total 21300  USD
*Date *Expense Type Description *Payment Type =Amount *Currency
0211172019 |[5] | OUT AR TRANSP - Travel to Orlando Employee - A 21300, usD  |@ =l
237 characters remaining
) *B”“"g-ry.pg Mon-Taxable - Internal Receipt Split [ Default Rate “Exchange Rate 1.00000000) FE‘
*Originating Location MONTPELIER VT Q
) [Tl Non-Reimbursable
*Location [FLORIDA a Base Currency Amount 21300 USD
) [ o Receipt
*Ticket Number |123-985
*Merchant © Preferred @ Non-Preferred
American Airlines
Accounting Details (2
Expand All | Collapse All Total 213.00 USD
Complete the required information for the expense line.
. . . . 1. . . .
Expand the Accounting Details section by clicking the Expand Accounting Lines " icon.
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The Accounting Details section expands and the ChartFields defined on the Accounting Defaults page

display for the line.

Create Expense Report

Colin Davidson (2

*Business Purpose Conference -
*Report Description Trip to Florida Conference

Reference

Expenses (7
Expand All | Collapse All

*Date *Expense Type
0211/2019 [5 OUT AIR TRANSP

*Billing Type Mon-Taxable - Internal
*Originating Location MONTPELIER VT

*Location FLORIDA
*Ticket Number 123-935
*Merchant O Preferred

American Airlines

Accounting Details (7

Add: | [g My Wallet (0) | £F Quick-Fill

@ Non-Preferred

Destination Location |[FLORIDA
& Atachments

Remember, you can update the ChartFields after

the expense line is added as long as the ChartField
SEETRRTE  values were not updated in the Accounting Details

Description

237 characters

E®® section. Select the Default Accounting For Report
o option from the Actions drop-down and click the

GO button to change the defaults.

Save for Later | @ Summary and Submit

+ | GO I

I Actions _Choose an Action

Chartfields

- Monetary Currency Exchange
Amount GL Unit Amount Code = Fund Dept Program Project
106.50 08100 |QY 106.50 USD 1.00000000 20105 | 8100002000 |Q (59290 Q Z0017 (& ZMVT  000- | [#] [=]
106.50 08100 |Q 106.50 USD 1.00000000 20105 |Q 8100002000 | (59090 Q |Z0017 |Q | ZMVT  000-|Q [+ =1

Expand All | Collapse All

Total 21300 UsSD
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Copy an Expense Report / Start from Existing Report
Situations when this function is used: Starting a report from an existing report will copy forward the
information from a prior report. This can save time when entering expenses.

Reminder: If a Travel Authorization was created for the trip, the report must be started from the
Travel Authorization.

Home Page Tile Navigation: TE tile > Expense Reports > Create/Modify Expense Report

Navigator Menu Navigation: Navigator > Employee Self-Service > Travel and Expenses > Expense
Reports > Create/Modify

< Home VT Travel and Expenses A Q = @

il

I E Repaort Mew Window | Help |
xpense Reports ~

Expense Report

Create/Modify Expense Report

Find an Existing Value Add a New Value

View Expense Report
Empl 1D o003

Print Expense Report

Add
Delete Expense Report

Travel Authorization v
l Find an Existing Value | Add & New Value
| Cash Advances v
I Payment/Expense Information ~

1 Reports/Processes ~

The Expense Report - Add a New Value page displays in the work area and the Empl ID automatically
defaults.

Expense Report

Find an Existing Value Add a New Value

Empl 1D[p0003 x|Q

Add

Click the Add button.
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NOTE: In the event you have an approved travel authorization, the following message box displays as

a reminder.

oK

& approseed e auihorabon ensis  H apphcails o s enpense report. piease choose e Cuck SEart Fopuises F

-

& Trapesl Bpsinoreabor” andl seled e appropraie: e aushonzaton

Reminder: If a travel authorization was created for the trip, the report must be started from the
travel authorization. Click the OK button and follow the instructions in the Start Expense Report from

a Travel Authorization section.

If there is no travel authorization for the trip continue to the Create Expense Report — Details page.

Create Expense Report

Colin Davidson (7

Save for Later | [ Summary and Submit

Quick Start [ An Existing Report v| o
“Business Purpose| V‘ Destination Location Q
*Report Description 4  Attachments
Reference Q,
Expenses (7
Expand All | Collapse Al Add: | [ My Wallet (0) | 47 Quick-Fil Total .00 usb
*Dale *Expense Type Description *Payment Type *Amount *Curmency
EN V] 2 vl 4 000 usD @ =
254 characters remaining
Expand All | Collapse All Total 0.00 usD

Select An Existing Report from the Quick Start drop-down list.
Click the GO button.
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The Copy from Existing Expense Report page displays a list of expense reports for the employee for
the specified date range.

Copy from Existing Expense Report
Help
From Date [09/12/2017 * [ To 121242018 El Search
Expense Reports
Report Il Description Business Purpose Status Created
Select 0000532371 Annual Meeting Meeting Pending 121212018
Select | 0000532370 Annual Mesting Meeting Submitted for 415018
Approval
Select 0000532369 test Emergency Response Pending 121272018
) ) Submitted for
Select 0000532365 Annual Meeting Meeting Approval 121172018
Select 0000532366 Work Boots General Expenses Pending 1212018
Select 0000532365 Annual Meeting Meeting Pending 121072018
Select 0000532364 Annual Meeting Meeting Pending 121002018
0000532365 Travel for VISION fraining Training Pending 12/06/2018
Retum

NOTE: If you don't see the report you are looking for, it might be necessary to adjust the date range
to include the report.

Click Select button for the expense report you wish to use for the expense report.

The Create Expense Report - Details page displays. The information from the copied report will have
carried forward.

Create Expense Report [ Save for Laierl [ Summary and Submit I
Colin Davidson (7
Actions | _Choose an Action v|| co
*Business Purpose|Tra|n|ng hd Destination Location MONTPELIER VT s §
*Report Description | Travel for VISION training 4, Attachments
Reference Q
Expenses (7
Expand 41l | Collapse All Add: | [ My Wallet (0) | 4% Quick-Fill Total 2671 USD
—
*Date *Expense Type *Description *Payment Type Amount *Curency
12032018 |E [INMILES - FULL v]  *[Travel to Montpelier for VISION training [ [Employee vl 4 2671 [USD =
214 characters remaining
“Billing Type| MNon-Taxabl I Defautt Rate *Exchange Rate | 1.00000000] #, [
*Originating Location \WOLCOTT VT Q
R N [ Non-Reimbursable Base Currency Amount 26.71 UsD
*Destination Location MOMNTPELIER WT Q
~ Cne Receipt
*Miles 49 x 0.5450
Accounting Details 7

Expand All | Collapse All Ioial 2 74 o
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Make the necessary changes to reflect the current expenses and attach any required receipts.
Click the Summary and Submit link.
The Create Expense Report - Submit page displays.

Create EXDB nse Report [ Save for Later | (&) Expense Details

Actions [ _Choose an Action v|| GO

Colin Davidson
*Business Purpose | Training hd
*Description | Travel for VISION training

Reference Q
Totals (% & View Printable Version B View Analytics 4 Attachments
Employee Expenses (1 Line) 2671 USD Non-Reimbursable Expenses 0.00 USD Employee Credits D.0D USD
Cash Advances Applied 0.00 USD Prepaid Expenses 0.00 USD Supplier Credits D.0D USD
Amount Due to Employee 26.71 USD Amount Due to Supplier 0.00 USD Total Taxable Expenses 0.00 USD
{applicable taxes will be withheld from your pay)
O By checking this box, | certify the i are and comply with expense policy.
By submitting this Expense Report | certify under penalties of perjury that the information given on this form rep the actual exp to which this employee is legally

entitied.

Click the Notes link.
The Expense Notes page displays.

Expense Notes

Help
Add Motes
Notes Personalize | Find | L.T| L_-i| First ‘& 10of1 '}/ Last
Motes MName Role Action Date/Time
=
Ok Cancel
Enter Comments.

Expense Notes

Help|

‘Wigion Training expenses|

Add Notes
Notes Perzonslize | Find II_T | L_-i.| First ‘&' 10f1 ‘&' Last
Motes Mame Role Action Date/Time
=
OK Cancel

Click the Add Notes button.
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The Comments are added to the Notes section. The Name, Role and Date/Time field values are
populated with the user who created the note and when.

Expense Notes

Help|

Add Motes

Notes Perzonalize | Find | (2 | B First ‘& 1of1 ‘&' Last

Motes Name Raole Action DateiTime

“izion Training
Expenses

Click the OK button.

Colin Davidson Employee 12M 32018 7:55:50AM =]

The Create Expense Report - Submit page displays.

Create Expense Reporl Save for Later | [ Expense Details

Colin Davidson Actions[__Choose an Action v | 6o

*Business Purpose [Training ~|

*Description Travel for VISIOM training

The Notes icon changes from

Reference Q
Totals (2 & View Printsble \ersion B \iew Analytice .
when comments exist.
Employee Expenses (1 Line) 26.71 USD Non-Reimbursable Expenses 0.00 UsSD
Cash Advances Applied 0.00 UsSD Prepaid Expenses 0.00 UsD Supplier Credits 0.00 UsSD
Amount Due to Employee 26.71 USD Amount Due to Supplier 0.00 USD Total Taxable Expenses 0.00 USD
{applicable taxes will be withheld from your pay)

O By checking this box, | certi-l'y the exp are and comply wﬁh expense policy.

By submitting this Expense Report | certify under penalties of perjury that the information given on this form represents the actual expenses to which this employee is legally

enfitled.

Submit Expense Report

Review the certification message and then select the Certification checkbox.
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Amount Due to Employee

Cancel

Create EXDE‘HSS‘ Reporl [i] Save for Later E’J Expenze Detailz
Colin Davidson Actions|[...Choose an Acfion v| | G0
*Business Purpose | Training hd
*Description | Trawvel for VISIOM training
Reference Q
Totals (7 & View Printable \ersion S View Analytics & MNotes A4 Attachments
Employee Expenses (1 Line) 26.71 USD Non-Reimbursable Expenses 0.00 UsSD Employee Credits 0.00 USD
Cash Advances Applied 0.00 USD Prepaid Expenses 0.00 UsSD Supplier Credits 0.00 USD
Amount Due to Employee 26.71 USD Amount Due to Supplier 0.00 USD Total Taxable Expenses 0.00 USD
(applicable taxes will be withheld from your pay)
ﬁ By checking this box, | certify the i are and comply with expense policy.
By submitting this Expense Report | certify under penalties of perjury that the information given on this form represents the actual expenses to which this employee is legally

I Submit Expense Report I
Click the Submit Expense Report button.
The Create Expense Report - Submit Confirmation page displays.

Expense Report Submit Confirm

Help

Create Expense Report

Submit Confirmation

Colin Davidson

Totals
Employee Expenses (1 Line) 26.71 USD Non-Reimbursable Expenses 0.00 USD Employee Credits 0.00 UsD
Cash Advances Applied 0.00 USD Prepaid Expenses 0.00 UsSD Supplier Credits 0.00 USD
26.71 USD Amount Due to Supplier 0.00 USD Total Taxable Expenses 0.00 USD
(applicable taxes will be withheld from your pay)

Click the OK button.
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The View Expense Report - Submit page displays with the message 'Your expense report (ER ID) has
been submitted for approval.' The status is updated to 'Submission in Process'. The Report ID is
assigned.

View Expense Report

I Your expense report 0000532372 has been submitted for approval. I

Business Purpose Training

&) Expense Details

Actions (e R | | GO

I Report DDDD532372  Submission in Process I

Description Travel for VISION training Created 12/13/2018  Colin Davidson
Reference Last Updated 121132018  Colin Davidson
Post State Mot Applied
Totals 7 5 “Wiew Printable “Yersion B Wiew Analytics Q Motes
Employee Expenses (1 Line) 2671 USD Non-Reimbursable Expenses 0.00 USD Employee Credits 0.00 USD
Cash Advances Applied 0.00 UsSD Prepaid Expenses 0.00 USD Supplier Credits 0.00 UsSD
Amount Due to Employee 26.71 USD Amount Due to Supplier 0.00 USD Total Taxable Expenses 0.00 USD

(applicable taxes will be withheld from your pay)

A By checking this box, | certify the expenses submitted are accurate and comply with expense policy.
By submitting this Expense Report | certify under penalties of perjury that the information given on this form represents the actual expenses to which this employee is legally
entitled.

Submit Expense Report

I Refresh Approval Status I

[ Retum to Search =] Notify

Click the Refresh Approval Status button.

The Withdraw Expense Report button displays and is enabled. The Approval History section displays
the approval path for the expense, who submitted the transaction, who it is routed to, the action
performed and the date/time when the action occurred. The status is updated to' Submitted for
Approval'.

View Expense Report [&] Expense Details

Actions v| GO

Colin Davidson

Business Purpose Training | Report DDDD532372 Submitted for Approval I

Last Updated 12/13/2018

Description Trave! for V1SIOMN fraining

Colin Davidson

Reference

Post State Mot Applied
Totals (7

é iew Printable \Yersicn
Employee Expenses (1 Line) 2671 USD

Cash Advances Applied 0.00 UsD

Amount Due to Employee 26.71 USD

B view Analytics

Reminder: You can select the Withdraw Expense
Report button to remove the transaction from
the approver’s worklist if you need to make
changes to a submitted expense report.

Non-Reimbursable Expenses

Prepaid Expenses

Amount Due to Supplie

i/ By checking this box, | cerfify the expenses submitted are accurate and comply with expgg

entitled.

Submitted On  12(13/2018 Submitted By Colin Davidson

Approval History

Submitted
Cofin Davidson
Action Role

Submitted Employee

TS ) =
=l = =
£ Module Supervisor Expense Coordinator

Ava Grace {Pooled) Payment

Name Date/Time

Colin Davidson 1211372018 7:59:01AM

[& Retumn to Search =] Notify
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Start Expense Report from a Travel Authorization

Situations when this function is used: When a Travel Authorization was created for a trip, the report
must be started from the Travel Authorization.

Home Page Tile Navigation: TE tile > Expense Reports > Create/Modify Expense Report

Navigator Menu Navigation: Navigator > Employee Self-Service > Travel and Expenses > Expense
Reports > Create/Modify

< Home VT Travel and Expenses A Q = @

I Expense Reports New Window | Help | ]

Expense Report

Create/Modify Expense Report

Find an Existing Value Add a New Value

View Expense Report
Empl 1D o003

Print Expense Report

Add
Delete Expense Report

Travel Authorization v
l Find an Existing Value | Add a New Value

| Cash Advances v
I Payment/Expense Information ~

1 Repors/Processes v

The Expense Report - Add a New Value page displays in the work area and the Empl ID automatically
defaults.

Expense Report

Find an Existing Value Add a New Value

Empl 1D[p0003 x|Q

Add

Click the Add button.
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NOTE: In the event you have an approved travel authorization, the following message box displays as

a reminder.

A aponowed rpes auhoreahon eests 1 apphcable fo 15 enpense reporl. pieame choose e Cuck: Start Populaie From "8 Trees Suhoreabor” and) seied e appnoprate: vl auhonzaton

=
Click the OK button.
The Create Expense Report - Details page displays
Create EXDEI"ISE RGDO!’T () Save for Later | [£} Summary and Submit
Colin Davidson (7
I Quick Start [ A Travel Authorization v| IGO
“Business Purpose\ V‘ Destination Location Q
*Report Description % Attachments
Reference Q.
Expenses (7
Expand Al | Collapse All Add: | [ My Wallet (0} | 7 Quick-Fill Total 000 usD
*Date *Expense Type Description *Payment Type *Amount *Currency
Gl v |2 vl A 000 [usb o [
254 characters remaining
Expand All | Collapse All Total 0.00 USD

Select A Travel Authorization from the Quick Start drop-down list.

Create Expense Report

Colin Davidson (7

Save for Later | Q, Summary and Submit

Quick Start [ A Travel Authorization vl G0
“Business Purpose\ V‘ Destination Location Q
*Report Description & Attachments
Reference Q
Expenses (7
Expand All | Collapse All Add: | E\—l, My Wallet (0) | j” Quick-Fill Total 0.00 usp
*Date *Expense Type Description *Payment Type *Amount *Cumrency
= | v EI] v 4 000 uso @ HE
254 characters remaining

Expand All | Collapse All Total 0.00 118D

Click the GO button.
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The Copy from Approved Travel Authorization page displays a list of travel authorizations for the
employee for the specified date range.

Copy from Approved Travel Authorization
Help
From Date [05/13/2018 = ([ To 0141372019 [ Search
Travel Auth Description Authorization 1D Date From  Date To Amoumnt Currency
Select Trip to Albany MY DODODOS159 12M22018 12M32015 285.30USD
Select Trip to Florida Conference DDDDDDS197 2MTRO0E 1272172018 350.00USD
Return

NOTE: If you don't see the travel authorization you are looking for, it might be necessary to adjust
the date range to include the authorization.

Click Select button for the travel authorization you wish to use for the expense report.

NOTE: In the event there is a cash advance associated with the travel authorization, the following
message box displays as a reminder.

A cash advance payment was issuad for this travel authonization. Please apply the cash advance to the expense report.

o]

Click the OK button.
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The Create Expense Report - Details page displays. The expense report is populated with the data from
the travel authorization and the Authorization ID displays.

Create Expense REDOI’T I [ Save for Later | '; - Summary and Submit
Colin Davidson (7
Actions [ _Choose an Action v| Go
*Business Purpose|canferenne hd Destination Location NEW YORK [«}
*Report Description Trip to Albany NY | Authorization ID poooons19s I
Reference Q, e achments
Expenses
Expand All | Collapse Al Add: | [ My Wallet (0) | 4 QuickFill Total 285.30  USD
*Date *Expense Type Description *Payment Typs *Amount *Currency
1212/2018 |5 [OUT MILES - FULL | ‘|Mi|eage to Conference r__| [Employee v A 9265 [USD =
233 characters remaining
__ *Billing Type Non-Taxabl v ¥ Default Rate *Exchange Rate | 1.00000000 , [
*Originating Location MONTPELIER WT aQ
R - [ Non-Reimbursable Base Currency Amount 92685 usn
*Destination Location [NEW YORK Q
- e Receipt
Miles 170 x 0.5450
Accounting Details | 7
12132018 | [OUT MILES - FULL ~]  "[miteage from Conference [ [Employes v A 8265 [USD =1
231 characters remaining
__<Bilting Type[Non-Tazabl v | ¥l Default Rate *Exchange Rate | 1.00000000 7, [,
*Originating Location NEW YORK Q,
o N [JMon Reimbursable  Base Currency Amount g265 USD
[*Destination Location NEW YORK Q
- o Receipt
Miles 1700 x 0.5450
Accounting Details 7
1212/2018 | [OUT LODGING V| [ [Employes v A4 10000 [UsD @ =
254 characters remaining
*Billing Type|Non-Taxabl v B Receipt Split ¥ Default Rate *Exchange Rate 1.00000000] %
*Originating Location MONTPELIER WT aQ
*Location [NEW YORK a [IMon-Reimbursable  Base Currency Amount 10000 USD
e Receipt
*Merchant O Preferred ® Non-Preferred
Hilton Hotels
Accoumina Details 7

Make the necessary changes to reflect the current expenses and attach any required receipts.

Click the Save for Later link.

Page 74 of 195




2~ VERMONT Expense Training Guide - Employee/Delegate

The Modify Expense Report - Details page displays, and the Report ID is assigned.

Modify Expense Report
Colin Davidson (7
Actions [...Choose an Action V|| &0
*Business Furpose|Conferenue V| I Report 0000532373 Pending I
*Report Description Trip to Albany NY Destination Location NEW YORK aQ
Reference Q Authorization ID pppooos188
#,  Aftachments
Expenses
Expand All | Collapse All Add: | [G My Wallet (0) | £ Quick-Fil Total 28530 USD
*Date *Expense Type Description *Payment Type =Amount *Curmrency
120122018 | [OUT MILES - FULL v]  *[Miteage to Conference J= [Empioyes vl 4 @65 |UsD =
233 characters remaining
*Billing Type|Mon-Taxabl v [ Default Rate *Exchange Rate | 1.0DDDDD0O)
*Originating Location MOMTPELIER T Q
. - [IMon-Reimbursable  Base Currency Amount 5265
*Destination Location [NEW YORK Q
- One Receipt
Miles 1700 x 0.5450
Accounting Details (7
127132018 | [OUT MILES - FULL v]  “[Mieage from Conference 7 [Employes v 4 5265 |USD =l
231 characters remaining
. mei"gType_Non-Taan\ ~ [ Default Rate *Exchange Rate | 1.00000000 & B
*Originating Location NEW YORK Q
o - [JMon-Reimbursable ~ Base Currency Amount 9265 USD
*Destination Location NEW YORK Q
- CIne Receipt
Miles 70 x 0.5450
Accounting Details |7
121122018 | [OUT LODGING v 7 [Employes M 10000 [USD |& =
254 characters remaining
*Billing Type| Mon-Taxabl v BE Receipt Spiit [ Default Rate *Exchange Rate 1.00000000] ¢, %
*Originating Location MOMNTPELIER WT Q O
*Location [NEW YORK aQ MNon-Reimbursable  Base Currency Amount 100.00 USD
e Receipt
*Merchant O Preferred ® Non-Preferred
Hilion Hotels
Accounting Details (7

Click the Summary and Submit link.
The Create Expense Report - Submit page displays.

Create Expense Report

[ Expenss Details

Colin Davidson

“Business Purpose [Gonerencs o A Warning message with a link to th

*Description |Trip to Albany NY

Reference a Apply/View Cash Advance page

fotals & ViewPrinatie Verson 9 Viewrslyics displays when there is an outstanding
Employee Expenses (3 Lines) 285.30 USD Mon-Reimbursable Expenses 0.00 USD cas h a d vance fo r t h eem p onee .
Cash Advances Applied 0.00 USD Prepaid Expenses 0.00 usD

Amount Due to Employee 285.30 USD Amount Due to Supplier 0.00 USD fxable Expenses 0.00 USD
able taxes will be withheld from your pay)

Outstanding Cash Advance Balance 300.00 USD
There are available Cash Advances that can be applied to this expense report
Select the Outstanding Cash Advances link to Apply or View Cash Advances to this expense report.

By submitting this Expense Report | certify under penalties of perjury that the information given on this form represents the actual expenses to which this employee is legally
entitled.

Submit E
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Add a Travel Authorization to an Existing Expense Report

Situations when this function is used: The travel authorization needs to be linked to an expense
report after the report has been created.

Home Page Tile Navigation: TE tile > Expense Reports > Create/Modify Expense Report

Navigator Menu Navigation: Navigator > Employee Self-Service > Travel and Expenses > Expense
Reports > Create/Modify

< Home VT Travel and Expenses A Q = @

I Expense Reports New Window | Help | ]

Expense Report

Create/Modify Expense Report — —
Find an Existing Value || Add a New Value

View Expense Report
Empl 1D o003

Print Expense Report

Add
Delete Expense Report

Travel Authorization
l Find an Existing Value | Add a New Value

| Cash Advances v
I Payment/Expense Information ~

1 Repors/Processes v

The Expense Report - Add a New Value page displays in the work area and the Empl ID automatically
defaults.

Expense Report

Find an Existing Value Add a New Value

Empl 1D[p0003 x|Q

Add

Click the Find an Existing Value tab.
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The Expense Report - Find an Existing Value page displays.

Expense Report

Enter any information you have and click Seanch. Leave fizlds blank for a list of all values.

Find an Existing Value | Add a Mew \Value

Search Criteria

Report 0 [beginz it V|
Report Description
Name begins wih /|
Empl 1D [begins with v/] Q
Creation Dahe i,
[case Sensitive
Lirnit the number of results to {up to 300): (300

Search Clear Basic Search ._é'.] Sawe Search Criteria

Click the Search button.

Clicking the Search button will list all expense reports in a pending status or if there is only one, the

Modify Expense Report - Details page will display.

Modify Expense Report [ Save for Later | [E Summary and Submit
Colin Davidson (¥
Sent Back For Revision By: Grace Ava TA not attached Actions \...Chccse an Action Vl co
*Business Purpuse|Conference v| Report 0000532374 Pending
*Report Description Trip to Florida Conference Destination Location [FLORIDA Q
Reference Q. l./.,. Aftachments
Expenses (7
Expand 4ll | Gollapse All Add: | [ My Wallet @) | £F Quick-Fill Total 50270 USD
*Date *Expense Type Description *Payment Type *Amount *Currency
1211072013 |(ii) [OUT CONFITRAIN REGIST ~]  *[Conference Registration Fes = [Employee v & 3000 uso g EE
227 characters remaining
12110/2018 |5 [DUT MILES - FULL v]  *[Mieage to and from airport [ [Employes v 4 3270 USD [+ [=]
227 characters remaining
121102018 | [OUT LODGING v [ J=  [Empioyee v A 12000 [uso o EE
254 characters remaining
Expand &ll | Collapse All Total 502,70 uso

Select Associate Travel Authorization from the Actions drop-down list.

Page 77 of 195




2~ VERMONT Expense Training Guide - Employee/Delegate

r'\-"]Odi'f'},f Expense REDOFT [ Save for Later | @ Summary and Submit
Colin Davidson |7
Sent Back For Revision By: Grace Ava TA not aftached Actions [ Associate Travel Authorization v GO
*Business Purpose [Conference | Report 0000532374 Pending
*Report Description Trip to Florids Conference Destination Location [FLORIDA Q
Reference a A Atachments
Expenses (7
Expand All | Collapse All Add: | [ My Wallst (D) | £F Quick-Fill Total 50270 USD
*Date *Expense Type Description *Payment Type =Amount *Currency
121102018 | [OUT CONFTRAIN REGIST v *|Corferen-:e Registration Fee ' 1l [Employes ~ & 3s0.00 [usD Q [# =]

227 characters remaining

120102018 |[# [OUT MILES - FULL v]  *[Mieage to and from airport [7) [Employes vl 4 3270 [usD ==

227 characters remaining

12/10/2018 | [OUT LODGING V] [ [0 [Employes v A 12000 [usD @ H[E
254 characters remaining

Expand All | Collapse All Total 50270 USD

Click the GO button.

The Associate Travel Authorization page displays a list of travel authorizations for the employee for
the specified date range.

Associate Travel Authorization
Help
From Date p9/13/2013 EIET) To |[MA32019 = Search
Travel Auth Description Authorization 1D Date From  Date To Amount Currency
Select Trip to Albany MY 12122018 12132015 235.30USD
I Select Trip to Florida Conference 12172018 122172018 350.00USD
Return

NOTE: If you don't see the travel authorization you are looking for, it might be necessary to adjust
the date range to include the authorization.

Click Select button for the travel authorization you wish to link to the expense report.
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The Modify Expense Report - Details page displays with the Authorization ID and Detach TA button.

MOC”TY Expense REDOFT [ Save for Later [§[E Summary and Submit
Colin Davidson |7
Sent Back For Revision By: GraceAva TA not attached Actions | _Choose an Action
*Business Purpose [Conference v Report 0DD0S32374 Pending
*Report Description [Trip to Florida Conference Destination Location FLORIDA Q
Reference Q I Authorization ID pgoopps1a7 Detach TA I
P
Expenses (7
Expand All | Collapse All Add: | [Z My Wallet (0) | $F Quick-Fill Total 50270 USD
*Date *Expense Type Deseription *Payment Typs *Amount *Cumrency
12102018 | [OUT CONFTRAIN RECIST v]  *[conference Registration Fee {7 [Employes vl s 3000 [Uso @ F =
227 characters remaining
12102018 |+ |OUT MILES - FULL v| * ‘Mneage to and from airport ﬁ Employes w f_ 327 usDr =
227 characters remaining
12/10/2015 | [OUT LODGING v I [Employes v A 12000 [USD @ =
254 characters remaining
Expand All | Collapse Al Total 502,70 USD

Make the necessary changes to reflect the current expenses and attach any required receipts.

Click the Save for Later link.
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Situations when this function is used: An outstanding cash advance needs to be applied to an expense

report.

Home Page Tile Navigation: TE tile > Expense Reports > Create/Modify Expense Report

Navigator Menu Navigation: Navigator > Employee Self-Service > Travel and Expenses > Expense

Reports > Create/Modify

NOTE: You can apply an advance from the Create Expense Report — Details page or the Modify

Expense Report Details page.

Create Expense Report

Colin Davidson |7

*Business Purpose [Conference e

*Report Description |Trip to Florida Conference

Reference a,

Expenses (%

Expand All | Collapss All Add: | [y My Wallet (D) | ;T? Cuuick-Fill

*Date *Expense Type

Destination Location [FLORIDA

& /.. Aftachments

*Description

[ Save for Later | Ev Summary and Submit

121772018

*Billing Type Mon-Taxabl

*Originating Location MONTPELIER VT

[ [OUT CONFITRAIN REGIST v

*Location FLORIDA

Accounting Details |7

2

* |Cor‘feren: & Registration Fee

Actions WAMIMAM v} oo
a
4
Total 350.00 USD
*Payment Typs *Amoun Currency
|7 [Employes v A 350000 [uso o [H E

227 characters remaining
B Receipt Spiit

[ Default Rate *Exchange Rate 1.00

[ Non-Reimbursable
OOneo Receipt

Base Currency Amount

Expand &Il | Collapse All

Total 350.00 USD

Select Apply/View Cash Advance(s) from the Actions drop-down list.

Create Expense Report

[ Save for Later | E;, Summary and Submit

Colin Davidson |7
Ll LR [ Apply/view Cash Advance(s) GO
*Business Purpcse|-:nn"ererte A Destination Location [FLORIDA &}
*Report Description Trip to Florida Conference Authorization ID gy, a7
Reference Q, L/.,. Aftachments
Expenses (7
Expand Al | Collapse Al Add: | [ My Wallet 0) | £ Quick-Fill Total 0.00 - usb
*Date *Expenze Type *Description *Payment Type *Currency
12117/2018 | [OUT CONFITRAIN REGIST v]  *[Conference Registration Fee [ [Employee v 4 UsD o EHE
227 characters remaining
) *Billing Type Mon-Taxabl . [ Receipt Spiit [ Default Rate *Exchange Rate L'
*Originating Location |MONTPELIER WT Q
N [ Non-Reimbursable Base Currency Amount 350.00 usD
*Location FLORIDA Q 0
No Receipt
Accounting Details 7
Expand All | Collapse &All Total 350.00 USD

Click the GO button.
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The Apply Cash Advance(s) page displays.

Create Expense Report
Apply Cash Advance(s)
ReportID MEXT

Cash Advance Information

Exchange

*Advance 1D Advance Amount Balance Rate Total Applied
Q, 0.000 0.00 0.00|USD =]
Add Cash Advance Update Totals
Total Advance Applied 0.00 UsD
Taotals (1 Ling) 350.00 UsSD
Total Due Employee 350.00 UsD
OK

Click the Look up Advance ID icon.
The Look Up Advance ID page displays the outstanding advances for the employee.

Look Up Advance ID

Help

Empl ID 00003
DateTime Stamp 12132018 10:254M

Advance 1D | beginz with

Look Up Clear Cancel Basic Lookup

Search Results

Wiew 100 First ‘4" 1of1 ' Last
Advance ID Advance Description Balance Currency Code
OO00E33 (blank) 300 usD

Select the Cash Advance link that was created from the travel authorization that was populated to the
expense report.
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The Apply Cash Advance(s) page displays with the advance amount, the amount applied and any

remaining advance balance.

Create Expense Report

Apply Cash Advance(s)

Cash Advance Information

Balance

Update

0.00USD
300.00

50
350.00 WSO

*Advance ID Advance Amount
DODODDDE33 300.00
Add Cash Advance
Total Advance Applied
Totals (1 Line)
Total Due Employee
OK

30.00 UsD

Report ID MEXT

Exch )
“wruma Total Applied
1.0000000 300.00/psD (=]

The Total Advance Applied cannot be
more than the Totals for the expense
report or the Advance Amount.

To apply a lower amount, enter that amount in the Total Applied field.

itis applied.

NOTE: See your department Expense Coordinator if you still have a balance on the cash advance after

Click the OK button.

Create Expense Report

Colin Davidson (7

*Business Purpose | Conference ~

*Report Description | Trip to Florida Conference

Reference

Expenses (7

Expand &ll | Collapse Al Add: | E,My Wallet (D) | ;ff CQuuick-Fill
*Date *Expense Type

1271712018 | |OUT CONFMRAIN REGIST

Destination Location FLORIDA
Authorization ID 0000005187

L?P. Attachments

*Description
v|

* |Cum’erer|ce Registration Fee

*Billing Type| Non-Taxabl v
*0Originating Location |MONTPELIER VT

*Location |FLORIDA

Accounting Details 7

Expand &Il | Collapse Al

227 characters remaining
[} Receipt Spiit

[E Save for Latel | |2, Summary and Submit
Actions [ Choose an Action v]| =0
Q
Total 35000 USD
*Payment Typs *Amount *Currency
[ [Employee vl 4 3000 |usp  |qy =
[ Default Rate *Exchange Rate | 100000000 @, [
[ Mon-Reimbursable Base Currency Amount 35000 USD
I Mo Recei pt
Total 350.00 usD

Click the Summary and Submit link.
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The Totals are updated to reflect the cash advance amount applied and the total that is due to the

employee.

Create Expense Report

Colin Davidson

*Business Purpose | Conference

v

Reference

Totals (7

*Description |Trip to Florida Conference

5— Wiew Printable \Version

Employee Expenses (1 Line)

350.00 USD

entitled.

Cash Advances Applied 300.00 USD
Amount Due to Employee 50.00 USD
O By checking this box, | certify the are

A View Analytics

Non-Reimbursable Expenses

Prepaid Expenses

Amount Due to Supplier

and comply with expense policy.

0 Notes

0.00 UsD
0.00 UsD

0.00 USD

Total Taxable Expenses
(apphicable taxes will be withheld from your pay)

fi.L'—,ﬂ';S.avé forLaterd | E5) Expense Details

Actions | .. Choose an Action v| GO

. + Aftachments

Employee Credits 0.00 USD
Supplier Credits 0.00 USD
0.00 USD

By submitting thiz Expense Report | certify under penalties of perjury that the information given on this form represents the actual expenses to which this employee is legally
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Modify an Expense Report

Situations when this function is used: An expense report can be modified if it has been saved for later

or sent back for revision.

Please refer to Bulletin 3.4 (http://aoa.vermont.gov/bulletins) and your department's policy regarding

Expense Reports.

Home Page Tile Navigation: TE tile > Expense Reports > Create/Modify Expense Report

Navigator Menu Navigation: Navigator > Employee Self-Service > Travel and Expenses > Expense

Reports > Create/Modify

< Home VT Travel and Expenses

1 Expense Reports

1 xpense Repos
Create/Modify Expense Report
|E Eind an Existing Valve || A 2 New Value

View Expense Report
Empl 10[p0003 x|a,

Print Expense Report

Add
Delete Expense Report

1 Travel Authorization Find an Exdsting Value | Add a New Value

I Cash Advances
] Payment/Expense Information

I Reports/Processes v

A Q0O

Beew Window | Help |

The Expense Report - Add a New Value page displays in the work area and the Empl ID automatically

defaults.

Expense Report

Eind an Existing Value || Add a Mew Value

Emgl 1D |po003 x|q

Add

Click the Find an Existing Value tab.
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The Expense Report - Find an Existing Value page displays.

Expense Report

Enter any information you have and click Seanch. Leave fizlds blank for a list of all values.

Find an Existing Value | Add a Mew \Value

Search Criteria

Report 0 [beginz it V|
Report Description
Name begins wih /|
Empl 1D [begins with v/] Q
Creation Dahe i,
[case Sensitive
Lirnit the number of results to {up to 300): (300

Clear Basic Search ._‘iJ Sawe Search Criteria

Click the Search button.

Clicking the Search button will list all expense reports in a pending status or if there is only one, the
Modify Expense Report - Details page will display.

MOdify Expense Reporl |5 Save for Later | [Z} Summary and Submit
F o —
Sent Back For Revision By: Grace.Ava {Please update the amount on line 1 and remove the duplicat I Actions [ Ghoose an Acfion v [ &o
=
*Business Purpose | Conference | Report 0000510318 Pending
*Report Description |Training Conference Destination Location NEW YORK
Reference Q Authorization 0 0000004754 Comments entered by the approver
A, Attachments
when an expense report is sent back
Expenses 7 .
Expand All | Collapsa All Add: | [ My Wallet (0} | £ Quick-Fil dlsplay at the tOp of the page.
“Date “Expenze Type *Description “Payment Type *Currency
11052018 |3 [OUT BREAKFAST v first day of conference [ [Employes vl 4 10.00| [USD q BHi=
221 charactars remaining
11062018 |3 [OUT BREAKFAST ~ second day of conference |7 [Employee ¥ &, 6.25 [USD q =
220 charactars remaining
111052012 | [OUT DINNER ~| |Dinnerﬁr5| day of r.-‘_ [Employ== v e 12.50| |USD q *[=
224 characters remaining
111052012 | [OUT DINNER ~| |Einnerseeond day of conference r-’- [Employ== [ & 12.50) |UsSD q =
223 characters remaining
1110712018 |5 [OUT DINNER v [Dinner third day of |7 [Employee v A 1850) SO |a FH[E=
224 characters remaining
11/052018 |3 [OUT MILES - FULL w]  *[Mileage from Home to Canferance [ [Employes vl 4 100.00) [USD + =
223 characters remaining
11072018 |5 [OUT WILES - FULL ]  *[Mileage from Conferance to Home |2 [Employee v 4 108.00) [USD + [=

Click the Comments link.
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The View Approver Comments page displays the approver’s name, the date/time the transaction was
sent back and the entire approver’s comment.

MName Grace.Ava
Action Sent Back For Revision
DatelTime 11072018 6:23:48PM

Comment Please update the amount on line 1 and remove the duplicate dinner expense.

View Approver Comments

Approver's Comments

Help

Review the comment to see what changes need to be made to the expense report.

Click the Return button to return to Modify Expense Report - Details page.

MOdify Expense Reporl |5 Save for Later | [Z} Summary and Submit
Colin Davidson |7
Sent Back For Revision By: GraczAva {Please update the amount on line 1 and remove the duplicat Actions [ Ghoose an Acfion v [ &0
Purpose [Cort ~] Report 0000519310 \INgQD
*Report Description |Training Conference Destination Location NEW YORK
Aference N Authorization 1D gpopopa7ss If an expense type needs to be
4 Aftschments .
changed on an expense report linked
Expenses 7 2 a a 2
Expand All | Collapse All Add: | [ My Walst (0) | £ Quick-Fil toa travel aUthorlzatlon' the Ilne WI”
need to be deleted and reentered
“Date “Expenze Type *“Description
111052018 | [OUT BREARFAST V] *[Breskestfestday of conference with the correct expense type.
221 charactars remaining
11062018 |3 [OUT BREAKFAST w|  *[Breakfast second day of canfierence |7 [Empioyee v 4 6.25 [UsSD o [ [=
220 charactars remaining
111052012 | [OUT DINNER ~| |Dinnerﬁr5| day of r:_ [Employ v 4 12.50) |USD q *=
224 characters remaining
111052012 | [OUT DINNER ~| |Einnerseeond day of conference r:_ [Employe= ~ 4 12.50) |UsSD q *=
223 characters remaining
1110712018 |5 [OUT DINNER ~] [Dinner third day of |7 [Employ I 1850 B0 o #H[=
224 characters remaining
11/052018 |3 [OUT MILES - FULL w]  *[Mileage from Home to Canference [ [Employe= v 4 100.000 |[USD + =
223 characters remaining
11072018 |5y [OUT MILES - FULL ]|  *[Mileage from Cenference to Home |2 [Empioyee v 4 108.00/ [USD + [=

Changes can be made to the expense report like you would if you were entering the report. The
expense report information is editable. See Entering Expense Reports for more instructions.
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Situations when this function is used: Expense Reports are available to view in the system and it may

not be necessary to print.

Home Page Tile Navigation: TE tile > Expense Reports > View Expense Report

Navigator Menu Navigation: Navigator > Employee Self-Service > Travel and Expenses > Expense

Reports > View

< Home

VT Travel and Expenses

| Expense Reports -
Expense Report

CreateMediy Expense Report Enter any information you have and click Search. Leave fiskds biank for 3 st of all values

Find an Existing Value
View Expense Report

Saarch Criteria

Print Expense Report

Delete Expense Report Narme Sagins i o]
Empl ID B2gins with v/ a
1 Travel Authorization ~ Report Status[= v )
Crstion Date[= v i
§ Cash Advances [l Ocase sensitive
Limit the: pumber of resuts to (up fo 300): (300
| PaymentExpense Information Search Chear | Basic Search [ Save Search Crieria

I Reporis/Processes ~

A QA EC

Mew Window | Help |

The View Expense Report search page displays in the work area.

Expense Report

Find an Existing Value

Search Criteria

Report ID |

Report Description
Nams

Enter any information you hawe and click Search. Leave fislds blank for 3 list of all values.

[ case Sensitive
Limit the number of results fo (wp to 300): 300

=]

Search Clear | Basic Search & Sawe Search Crteria

Empl 1D a
Report Status [= v | w|
Creation Date i

NOTE: The system will return a maximum of 300 rows. If you have more than that amount, narrow
the search results by and adding additional criteria. If you know the expense report number that you

want to view you can enter the number into the Report ID field.

To view all Expense Reports, click the Search button.
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A list of expense reports displays in the search results.

Expense Report

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Search Criteria

Report 1D I
Report Description
Name
Empl 1D Q
Report Status |= || |
Creation Date i,
[ case Sensitive
Lirit the number of results to (wp to 300): (300

Search Clear Basic Search d'] Sawve Search Criteria

Search Resulis

Wiew All First ‘4 1exe ' Last
Report ID Report Deecripiion Hama Empl IO Report Status Creation Date

Q000519325 RCN Example Diavidson Colin 00003 In Process 110162018

005 18323 Training in Burington Davidson,Cofin 00003 Approved 1170002018

ng X CE E0M, L oiin [

0000519321 Trip To Florida Conference  Davidson,Cofin 00003  Submitted  11/03/2018

0000515320 Trip to Mew York Conference Davidson,Cofin 00003 In Process 110872018

00515318 Training Conferenca Davidson,Cofin 00003 Pending 110712018
0000519318 Training Gonferenca Davidson,Cofin 00003 Submitted 11052018
0000519317 Supplies for Training Davidson,Colin 00003 Submitted 11052018
00515318 Mileage far Training Davidson,Cofin 00003 In Process 11052018

Select the Report ID link for the expense report you would like to view.
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The View Expense Report - Summary page displays.

View Expense Repon ] Expense Details
Colin Davidzon The expense report information
Business Purpose Training Report 0000518323  Approved for Payment

Description Training in Burlington Created 11/082012  Golin Davidson displays inClUding the TOtalS, Notes
Reference oSt Updated TUGRERTS - soybeer and Status. All fields will be grayed

- Post State Not Applied
- B B out when viewing a report.

Employee Expenses (2 Lines) 60.64 USD Non-Reimbursable Expenses 0,00 UsSD
Cash Advances Applied 0.00 UsD Prepaid Expenses Q.00 UsD

Supplier Credits 0.00 UsSD
Amount Due to Employee 60.64 USD Amount Due to Supplier 0.00 USD Total Taxable Expenses 0.00 USD
(applicable taxes will be withheld from your pay)

| By checking this box, | certify the expenses submitted are accurate and comply with expense policy.

By submitting this Expense Report | certify under penalties of perjury that the information given on this form the actual to which this is legally
entitled.
Submit Expense Report Withdraw Expense Repart Submitted On  11/00/20128 Submitted By Colin Davidson
Approval History
=l d=] ] =
& ) 5
Subenitted EX Macule Supervisar Expense Coordinatar Pan
Colin Davidson o Grace Mary Moloe ayment
Action Rols Mamsa DataMime Comments
Submitted Emplayes Colin Davidson 11/09/2018 10:28:04AM
Approved EX Module Supervisar Ava Grace 11/09/2018 11:31:10AM
Sent Back For Revision Expense Coordinator Mary Motor 11/08/2018 11:24:58AM @
Resubmitted Emplayes Colin Davidson 11/09/2018 10:37:45AM
Approved EX Module Supervisar Ava Grace 11/09/2018 11:40:02AM
Approved Expense Coordinator Mary Motor 11/09/2018 11:42:35AM
G Refum to Search || Previous in List ||o] MesxtinList ||=] Nofify

The Approval History displays the approval path and actions performed, who performed the action and
the date/time the action was performed. Actions can include one or more of the following: Submitted,
Approved, Sent Back for Revision, Resubmitted or Withdrawn.

Click the Notes link.
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The Expense Notes page displays any comments entered by the employee and/or approver.

Expense Notes

Add Motes

Help

Motes

Hates Hama Rols

Sent Back For
Revision - Please
update the amount on
lin= 1 and rermove the
duplicate dinner
EXpense.

Ava Grace EX Module Suparvisar

Expense for Training

Conference Colin Davidson

Employee

Persanalize | Find | (2 |

4

3

First 1-2 of 2

Action DateMme

11072018 6:28:40PM

TIOT2ME B:44:03AM

Last

oK

Click the OK button to return to the View Expense Report

- Summary page.

View Expense Report

Colin Davidson

Business Purpose Training Report 0000519323 Approved for P,
Description Training in Burlington Created 11/002012  Colin Davidson
Reference Last Updated 11082018  Mary Motor
Post State Mot Applied
Totals 7 €5 View Printable Version 0 View Analyfics @
Employee Expenses (2 Lines) 60.64 USD Non-Reimbursable Expenses 0.00 UsSD
Cash Advances Applied 0.00 UsSD Prepaid Expenses 0.00 UsSD
Amount Due to Employee 60.64 USD Amount Due to Supplier 0.00 USD

I [ Expense Details I

Actions [__Choose an Action

v|| Go

aymant
Motes & Attachments (1)
Employee Credits 0.00 UsSD
Supplier Credits 0.00 UsSD
Total Taxable Expenses 0.00 USD

(applicable taxes will be withheld from your pay)

/1 By checking this box, | cariify the expenses submitted are accurate and comply with expense policy.
By submitting this Expense Report | certify under penalties of perjury that the information given on this form the actual to which this is legally
entitled.
Subm: Vithe Submitted On  11/08/20128 Submitted By Colin Davidson
Approval History
5 s =
2. 4 s =
Subenitted EX Madule Supervisar Expense Coordinatar P .
Colin Davidson fora Grace Mary Moloe ayment
Action Rols Mamsa DataTime Comments
Submitted Employes Colin Davidson 1170812018 10:28:044M
Approved EX Module Supervisar Ava Grace 1170812018 11:31:104M
Sent Back For Revision Expense Coordinator Mary Motor 117092018 11:34:58AM @
Resubmitted Employes Colin Davidson 117082018 10:37:455M
Approved EX Module Supervisar Ava Grace 1170812018 11:40:024M
Approved Expense Coordinator Mary Motor 117082018 11:42:354M

Click the Expense Details link.
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View Expense Report
Colin Davidson | 7
Sent Back For Revision By: Gracefva Please update the amount on line 1 and remove the duplicat Actions [ Chooss an Adian V][ @
Business Purpose Conference Report 0000518310 Pending
Report Description Training Conferance Authorization ID pp00004754
Reference
Expenses 7
Expand All | Collapse All Total 61700 USD
“Date “Expense Type *Description “Payment Type “Amount *Currency
* =
11052012 OUT BREAKFAST [Breakfast first day of conference = . ;, 1000 usD
221 characters remaining
g d day of | =
111062013 OUT BREAKFAST L secand day - p 4 825 USD
220 characters remaining
1110572018 OUT DINNER [Dinner frst day of | = ; 1850 USD
224 characters remaining
11/052018 OUT DINNER |Einnersecond day of conference ri . ;, 1250 USD
223 characters remaining
1I0T/2ME OUT DINNER [Dinner thid day of conferanca J= P ;, 1850 USD
224 characters remaining
[ = &
11052012 OUT MILES - FULL mneage from Heme to Conference r_ . & 10800 USD
223 characters remaining
£ = &
111072018 OUT MILES - FULL [Mileage from Cenference o Home [ P A 10800 USD
223 characters remaining
Y 7
111052018 OUT CONFITRAIN REGIST [Training C i J# p & 20000 USD
222 characters remaining
*[Mileage ]
0910172013 IN MILES - FULL [Mil=ag J= o ;, 9735 USD
247 characters remaining
Expand All | Collapse All Total §17.00  USD

&

The line Attachment icon will display as
will display as “* when there is no attachment.

Click the line Attachment © icon.

The Expense Line Attachments page displays.

when an attachment has been added to the line. The icon

Expense Line Attachments

Report IO 0000519318
Date 11/052018 Expense Type OUT COMNFTRAIN REGIST
Details
Flle Namg

Dascription Usar

COAVIDSO

Fizceipt for Conference

Adding large attachments can take some time to upload, therefore, it is advisable to save the
transaction before adding large attachments.

Can[ﬂ

Amount

Personalize | Find | View 2l | 2| B

Hams

Colin Davidson

300,00 USD

First 4

Date/Tima Stamp

1of1

TAOTR2HE Sa412AM

Hsig

Last
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Click the File Name link to view the attachment.

Attachment/receipt sample document used for training.

Close the attachment and click the OK button on the Expense Line Attachments page.
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View Expense Report
Colin Davidson | 7
Sent Back For Revision By: Gracefva Please update the amount on line 1 and remove the duplicat Actions [ Chooss an Adian V][ @
Business Purpose Conference Report 0000518310 Pending
Report Description  Training Conference Authorization ID ppOOO04TS4
Reference
ollapse All Total 61700 USD
“Date “Expense Type *Description “Payment Type “Amount *Currency
* &
1052018 OUT BREAKFAST [Breskast fst day of conference p A 1000 USD
221 characters remaining
g d day of £
111062018 OUT BREAKFAST L= S=cond g2y | p Fa 825 USD
220 characters remaining
111052018 OUT DINNER [Dinner first day of P A 1850 USD
224 characters remaining
11/052018 OUT DINNER |Einnersecond day of conference o A 1850 USD
223 characters remaining
111072018 OUT DINNER [Dinner third day of con P A 1250 USD
224 characters remaining
*[i &
11/052018 OUT MILES - FULL mneage from Home to Confierence o A 108.00  USD
223 characters remaining
£ &
111072018 OUT MILES - FULL [Milz=ge from Confersncs to Home P A 10800 USD
223 characters remaining
*[Training Conference Registrats ;
111052018 OUT CONFITRAIN REGIST [Training Con rence egisirahon p & 30000 USD
222 characters remaining
*[Mileage &
0910172013 IN MILES - FULL [Mil=ag o & 9735 USD
247 characters remaining
Expand All | Collapse All Total §17.00  USD

Click the Expand All link to display the expense line details.
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If the expense report has any exceptions, an ** icon will display.

View Expense Report [E Summary and Submit
Calin Davidson 7
Sent Back For Revision By: Gracedus Please update the amount on line 1 and remove the duplicat Actions [Chogsz an Adfion ~] [ &0
Business Purpose Conferance Report 0DD0518318  Pending
Report Description Training Conferance Authorization ID 0pooo04754

Reference Employees are required to enter an
exception comment on an expense

Expenses
Expand All | Collapse All

report line to explain why an
e “Expense Type Deserpton “FaymentT amount has been exceeded.

. 5
1110512018 OUT BREAKFAST [Breskfast first day of conferznce g ' employes
T3 charasters remain

Billing Type Non-Taxable - Intemal

% 00000000 -2
Originating Location MONTPELIER VT Default Rate Exchange Rate 1. =]

Location NEWYORK Mon-Reimbursable  Base Currency Amount 1000 USD

No Receipt
Accounting Details
* [Breakfast d day of } &
11/08/2018 OUT BREAKFAST [Bresiast secan = " Employze & 825 USD
220 characters ramaining
Billing Type Mon-Taxsble - Internal -
Originating Location MONTPELIER WT & Default Rate Exchange Rate  1.00000000 ]
Location MEW YORK Non-Reimbursable

No Receipt

An icon displays when
duplicate line exists.

Accounting Details

@nnerﬁm day of ¢

E— — = Employee c Ea0 UsU
é’ 224 charactars remaining
(] Billing Type Mon-Taxable - Internal -

I Default Rate Exchange Rate  1.00000000 =
Originting Lecstion MONTPELER VT Non-Reimburssble  Base Currency Amount 18.50  USD
Location NEW YORK
No Receipt

Dutgile o

Click the Exceptions ** icon.

The Expense Report - Authorized Amount Exceeded page or the View Exceptions Comments and
Risks page displays depending on the exception.

The Expense Report - Authorized Amount Exceeded page displays the authorized and transactions
amounts and the exception comment explaining why the amount was exceeded.

Authorized Amount by Location

Expense Report
Authorized Amount Exceeded
Colin Davidson Report I DDOD518218

Exzpense Type Location Limit Exception

Authorized Amount 6.25 UsD

Transaction Amount 10,00 WSO

The authorized amouwnt for expense type OUT BREAKFAST in MEYW Y ORK has been excesdsd on line 1
Plzase provide an explanation as fo why.

Breakfast at Hotel

OK

Click the OK button.
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The View Exceptions Comments and Risks page will show all exceptions for the expense report.

View Expense Report
Wiew EKCEP“ on Comments and Risks
Report ID 0000519319
General Information
Employees are required to enter an
Report Description  Training Conference .
exceptlon comment on an expense
Conference . .
report line to explain why an
Reference
amount has been exceeded.
Exception Information
Line Exceptlon Comment
1 OUT BREAKFAST Amount Excesded Breakfazt at Hotel
2 OUT BREAKFAST MNone Mo excephions associated with this line.
' _ Expense line is @ duplicate of Line 4, Shest |d 0518319,
3 OUT DINNER Duplicates Exist Date 2015-11-05, Amt Spent 12.5 USD.
’ : Expense line is a duplicate of Line 3, Shesat |d (18319,
4/OUT DINNER Duplicates Exst Date 2018-11-05, Amt Spent 12.5 USD.
5 OUT DINNER MNone Mo excephions assOciNgd with this ling
; : _ VISION defaults a comment when
6 OUT MILES - FULL Hone Mo excepfions associabed wit . . . . D
a duplicate line exists identifying
T OUT MILES - FULL MNone Mo excephions associated with this ling .
the expense report ID, line, date
2 OUT CONFTRAIN N N ) ited with this fine . .
REGIST Tz d e Bl and amount that is duplicated.
81N MILES - FULL MNone Mo excephions associated with this line
Retumn To Expense Report
o Return to Search ||t Previousin List ||+ | Mextin List =] Motify

Click the Return To Expense Report link.
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The View Expense Report - Details page displays.

View Expense Report [E Summary and Submit
Calin Davidson 3
Sent Back For Revision By: Gracefva Please update the amount on line 1 and remove the duplicat Actions [ Choose an Acfon ~] [ GO
Business Purpose Conference Report 0000516318 Pending
Report Description Training Conference Authorization ID ppoDD04754
Reference
Expenses
Expand All | Collapse Al Total B17.00 USD
*Date “Expense Type *Description *Payment Type *Amount *Currency
. - &
111052012 OUT BREAKFAST [Bremifast frst day of confarence ' Empioyee & 1000 USD

T3 charactars remaiing

Billing Type Non-Taxable - Infernal 7 =
Originating Location MONTPELIERWT Default Rate Exchange Rate 100000000 =

Location NEWYORK G Non-Reimbursable  Base Currency Amount 1000 USD

No Receipt
Dﬂmunn‘nu Details | ;

. x -
1110672013 OUT BREAKFAST [Breaifast secand day of ' Employee s 625 USD
220 characters remaining

Billing Type Mon-Taxable - Intemal
Originating Location MONTPELIERWT
Location NEW YORK Non-Reimbursable  Base Cumency Amount 625 USD

No Receipt
DAmunﬁng Details

& Default Rate Exchange Rate 1.00000000 |—5

12018 OUT DINNER [Dinrer firt day of ¥ Empioyes & 150 usD
- 224 characters remaining
e Billing Type Mon-Taxable - Intemal ¥ Default Rate Exchange Rate  1.00000000 -
Originating tom!on r;:‘:f’:l::RW Mon-Reimbursable  Base Cumency Amount 18.50  USD
ocation
Mo Receipt

Dmnmnlinu Details | 3

Click the Expand Accounting Line " icon to review the accounting information for the line.
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View Expense Report
Colin Davidson |7
Sent Back For Revision By: GraceAva
Business Purpose Conference
Report Description Training Conference

Reference

Expenses

Please update the amgunt on line 1 and remove the duplicat

Report ODDDS18218  Pending

Authorization 1D oopo004TS4

[Z Summary and Submit

Actions: [ Choose an Acfion

wv|| GO

Expand All | Collapse Al Total 617.00
“Date *Expens= Type *Description *Payment Type *Amount
- = &
1052013 OUT BREAKFAST [Bremidast st day of confarence ¥ empi i 10.00
221 characters remaining
Billing Type Non-Tazable - Internal ¥,
Originating Location MONTFPELIER WT Default Rate Exchange Rate  1.00000000
Location MEW YORK G Mon-Reimbursable  Base Currency Amount 10.00
SERTL
Accounting Details | 7
Chartfields | [F7%
amount GL Unit Monetary Amount g&mcy E:ga"w Fund Dapt Program Class Project
10.00 02100 10,00 USD 1.00000000 20108 2100002000 58290 Z0m7 IMVT 000
* [Breait d day of confe: E i,
11082018 OUT BREAKFAST |_|ea ast second day of carference r-— Emph A 825
220 characters remaining
Billing Type Mon-Taxable - Internal 7
Originating Location MONTPELIER VT Default Rate Exchange Rate  1.00000000
Location NEW YORK Mon-Reimbursable  Base Currency Amount 8.25
Mo ReceiEl
Accounting Details | 7
Chartfields | [F=
[ Currency Exchangs
mount GL Unit Monatary Amount s Rate Fund Deapt Program Class Project
825 02100 825 UsD 1.00000000 20105 2100002000 59290 2017 ZMVT  000-

uso

*Currency
usD
B

usD

usD

uso
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Print an Expense Report

Situations when this function is used: Expense reports needs to be printed.
Home Page Tile Navigation: TE tile > Expense Reports > Print Expense Report

Navigator Menu Navigation: Navigator > Employee Self-Service > Travel and Expenses > Expense
Reports > Print

< Home VT Travel and Expenses A Q=@

| Expense Reports A Mew Window | Help | =
Expense Report

CreateModity Expense Repart Enter any information you have and click Search. Leave figlds blank for 2 izt of all values.

Find an Existing Value

p e S

Search Criteria

Print Expense Report

Report 0 [E=gins with ]|
Delete Expense Report Name cegins Wil ]
Empl 1D [begins with /][00003 a

I Travel Authorization v Raport Ststus = < ]
Crestion Date[= v

I Cash Advances « J| Ocase sensitve

Limit the number of resuts 1o (up 1o 3003 [300

I Payment/Expense Information | Search || Clear | gasic Search U Save Ssarch Creria

I Reports/Processes v

The Print Expense Report search page displays in the work area.

Expense Report
Enter any information you have and click Search. Leave fields blank for a list of all values.
Find an Existing Value

Search Criteria

=port 1D [oegins wih v |
Report Description | begins with S
Name

Empl 10 Q
Report Status [= w| | W
Creation Date i)

[ case sensitive
Limit the number of results fo (wp to 300): (300

Search Clzar | Basic Search _J"J Sawe Search Crieria

NOTE: The system will return a maximum of 300 rows. If you have more than that amount, narrow
the search results by and adding additional criteria. If you know the expense report number that you
want to print you can enter the number into the Report ID field.

To view all Expense Reports, click the Search button.
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A list of expense reports displays in the search results.

Expense Report

Enter any information you have and click Search. Leave fields blank for a list of all values.
Find an Existing Value

Search Criteria

Report 1D begins it V|
Report Description
Name [begins wih ]
Empl 1D [begins with | a
Report St,a.1u5|= V| | L
Creation Date &)
[ case Sensitive
Lirit the number of results to (up to 300): (300

Saarch Clear | Basic Search &J Sawve Search Criteria

Search Resulis

iz All First ‘4 t1eos ‘& Last
Report I Report Dascription Hame Empl ID Report Status Creation Dats

0000518325 RCN Example Davidson,Cofin 00003 In Process 111162018

35 18323 Training in Burdington Dravidson, Colin 00003 Approved 11082018

DO0E18322 Trip to New York Conference Davidson, Colin 00003  Submitted  11/08/2018
0 ata) o cro H - o n

4 o) o Elog oforo oo [ i

|
35 18319 Training Conference Dravidson, Golin 00002 Pending 11072018
0000518318 Training Conference Davidson,Ciolin 00003 Submitted  11/05/2018
000018317 Supplies for Training Davidson, Colin 00003 Submitted  11/05/2018
005 18316 Mileage for Training Davidson,Colin 00002 In Process 11082018

Select the Report ID link for the expense report you want to print.
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Expense Report

I g Print Expense Report I

Retumn to Expense Report
Expense Repart | Expense Receipt

Colin Davidson
Description Training in Burlington Report 0000519323 Approved for Payment Employee ID 00003
Business Purpose Training
Date Expenzs Type Mon-Reimbursable Mo Recsipt Receipt Required Payment Type Transaction Arnt Exchange Rate Amount
Diescription Additional Information Merchant Location
110272012 IN MILES - FULL o o o Employes 57.23 UsD 1.00000000 57.23 UsD
|T|ave| from Wolcott to Burlington and back FII BURLINGTON VT
1170272012 IN BREAKFAST [} [} [} Employes 341 0sD 1.00000000 341 0sD
|Elrealdasl due to early departure from Wolcot Fﬂ BURLINGTON VT
Employee Expenses 8064 USD Mon-Reimbursable Expenses 0.00 UsSD Amount Due to Supplier 0.00 USD
Cash Advances Applied 0.00 USD Prepaid Expenses 0.00 UsD Amount Due to Employes 60.64 USD
Total Taxable Expenses 0.00 USD

{applicable tees will be withheld from your pay)

Click the Print Expense

Report link.

The printable version of the expense report displays in a new window.

£ VERMONT e

0DD0S 1BE2a

Employee | Employee ID

c 00003

Reference. Business Purpose
Tramng

Exploves Poas =T Estared By usar
 — T

Torals
sussusD
Cash Advances. 0.00UsD
000usD.
000usD.
Employes Credis o00usD
Toia 000 usD
Amourt 000UsD.
Amount Due to Empioyee so6susD
=1 E=ry =y

‘P\umﬂ-

[T

T T

H

Follow the instructions you currently use to print from your browser.
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Delete an Expense Report

Situations when this function is used: Expense reports can be deleted only when they are in a pending
status. An expense report might need to be deleted when it is a duplicate or is no longer needed.

NOTE: If the report is valid but cannot be approved in time for month end closing, it can be sent back
to the employee, and then the employee can resubmit the transaction. The accounting date and
budget date will update to the current date.

Home Page Tile Navigation: TE tile > Expense Reports > Delete Expense Report

Navigator Menu Navigation: Navigator > Employee Self-Service > Travel and Expenses > Expense
Reports > Delete

< Home VT Travel and Expenses a Q=06

MNew Window | Help |

| Expense Reports
Delete Expense Report

CreateMadify Expense Regort you have and click Search. Leave fizkds blank for 2 ist of all values.

Find an Existing Value
View Expense Report
P Search Criteria

Print Expense Report

Empi 10 [begins with v pooos xla
N ins vith v

Delete Expense Report

Limit the: number of results to (up o 300 300
I Travel Authorization > o
Search Clear_| Basic Search [ Save Search Criteria

I Cash Advances v

] Payment/Expense Information

| Reporis/Processes v

The Delete Expense Report search page displays in the work area and the Empl ID automatically
defaults.

Delete Expense Report
Enter any information you have and click Search. Leave fields blank for a list of all values.
Find an Existing Value

Search Criteria

IErr:- 0 [bagins with (00003 *_4\|
Na "|'|EI :%": s with &

O case Sensitive
Lirnit the number of results to (up to 300): 300

Saarch Clear | Basic Search _J'J Save Search Criteria

Click the Search button.
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The Travel and Expense - Delete an Expense Report page displays. Any expense report with a
‘Pending’ status will display and is eligible to be deleted.

Travel and Expense

Delete an Expense REpDI‘l
Colin Davidson

Delete an Expense Report -
Select Report I Raport Descripiion Craation Date Amount Cumancy
3 0000519327 Trip to New York Conference 11/20/2018 100.00 USD
O 0000518328 Supplies for Training 117202018 100.00 USD

Delete Selected Report(s)

If the expense report you are looking for isn't showing up, double check the status to confirm that it is
pending.

Select the expense report you want to delete, by clicking the Select checkbox. You can delete multiple
expense reports by selecting multiple checkboxes.

Travel and Expense

Delete an Expense RE[:IDI‘I
Colin Davidson

Delete an Expense Report |

Saelact Report ID Raport Descripiion Creation Date Amount Curmency
g 0000519327 Trip to New York Conference 117202018 100.00 USDx
O 1000518328 Supplies for Training 1172002018 100.00 USD:

| Delete Selected Report(s) I

Click the Delete Selected Report(s) button.

A Delete Confirmation page displays informing you that the selected expense report has been deleted.

Travel and Expense

Delete Confirmation
Colin Davidson

V The s=lected transaction(s) have been daleted.

Click the OK button.
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The Travel and Expense - Delete Approved Expense Report page displays.

Travel and Expensze

Delete an E}(DEHSE REpDI‘t
Colin Davidson

Delete an Expense Report |-

Salact ReportlD  Raport Descripiion Creation Date Amount Currency

I_:E 0000519328 Supplies for Training 117202018 100,00 USD

Delete Selected Report(s)

The deleted expense report no longer displays and will not be available to view, modify, or print.
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TRAVEL AUTHORIZATIONS

Entering Travel Authorizations
CREATE Travel Authorization from Blank

The Basics:

Please refer to Bulletin 3.4 (http://aoa.vermont.gov/bulletins) and your department's policy regarding
Travel Authorizations.

1. Economy, prudence, and necessity are of primary concern when planning and paying for travel
and expenses.

2. Preferred payment methods - Whenever possible, Purchasing Cards (P-Cards) and direct
supplier payments should be used to minimize employee reimbursements.

3. Clear cache - To minimize errors, delete temporary files and cookies by pressing
Ctrl+Shift+Delete. This shortcut works in Internet Explorer, Firefox, and Chrome.

4. Save for Later - After every couple of lines on your travel authorization, click the "Save for
Later" link to prevent the "data inconsistent with database" error that will not allow you to save
or submit.

5. An approved on-line Travel Authorization is required for all cash advance requests.

6. Third Party Payments/Reimbursements - The supplemental form “Authorization of Employee
Expenses to be Paid by a Third-Party Organization” may be required when expenses are to be
paid by another party.

7. Encumbrance - All travel authorizations completed within VISION create an encumbrance of
funds against an appropriation of the employee’s department.

Situations when this function is used: Per Bulletin 3.4, an employee must create a travel authorization
and receive approval for overnight travel from their Department Head or designee prior to the trip.

Home Page Tile Navigation: TE tile > Travel Authorization > Create/Modify Travel Auth

Navigator Menu Navigation: Navigator > Employee Self-Service > Travel and Expenses > Travel
Authorizations > Create/Modify

< Home VT Travel and Expenses f Q =E @

1 Expense Reports wrvniow |

| Travel Authorization
Create/Modify Travel Auth
View Travel Authorization
Print Travel Authorization

Cancel Travel Autharization

Delete Travel Auth

I Cash Advances

I PaymenVExpense Information

I ReportsiProcesses
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The Travel Authorization - Add a New Value page displays in the work area and the Empl ID
automatically defaults.

Travel Authorization

Eind an Existing Value | Adda New Value

Empl I0 0003 x|q

Click the Add button.

The Create Travel Authorization - Details page displays.

Create Travel Authorization Save for Later | [ Summary and Submit
Colin D Quick Start [_Populate From ~v| so
I“Business Purpose | v| I Destination Location Q
Bescnpuon | *Date From [ =Date To [E
&% Aftachments
Projected Expenses (7
Expand All | Collapse All Add: | ‘f Quick-Fill Totals (0 Lines) 0.00 usp
*Date *Expense Type Description *Payment Type *Amount Currency
\ v = vl & 000, ygp EE

Expand All | Collapse All Totals (0 Lines) 0.00 USD

Click the drop-down arrow to choose the Business Purpose.

Create Travel Authorization Save for Later | [} Summary and Submit
Colin Davidson (7 Quick Start [ Populate From v|| o
*Business Purpose - . a,
Destination Locat
| Altenate Work Location estination Location
“Description | Audit -Inspections - Licensing *Date From *Date To
| Conference %  Aftachments
Projected Expenses (2 |Economic Development
Emergency Response
Expand All | Collapse All General Expenses Totals (0 Lines) 0.00 USD
Hazardous Material Cleanup
Judicial Assignment
“Date tegall-tLaw Enforcement Description “Payment Type *Amount Currency
egislator
Meeting v] | ’ﬁl [ I 0000 ygp =
School Visit
Test CF-05 07252018
Training
Expand All | Collapse All Totals (0 Lines) 0.00 USD

Select the option that most closely identifies the purpose of the trip.
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Choose a Destination Location
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Create Travel Authorization

[ Save for Later | E, Summary and Submit
Caolin D: Quick Start |_Populste From || o
*Business Purpose [Conference v I Destination Location 1l x|
Bescnprion *Date From W  *Date To ]
# Attachments
Projected Expenses (7
Expand All | Collapse All Add | 45 Quisk-Fill Totals (0 Lines) 0.00 USD
*Date *Expense Type Description *Payment Type *Amount Currency
Eli v [E| v A 000 ygp =

Expand All | Collapse All Totals (0 Lines) 0.00 usD

NOTE: Location searches in VISION search on a shortened name. It is best to enter the first few letters
of the location and click the magnify glass. The list includes all towns in Vermont, all States and
Territories, and Out of Country. For the purposes of Bulletin 3.4, Hawaii and Alaska are considered Out

of Country.

Enter the first three letters into the Destination Location field. This location should be the furthest point

travelled during the trip.

Create Travel Authorization

Colin Davidson (7

*Business Purpose\(:urvference hd

Destination Location |1
*Description *Date From H

A attschments
Projected Expenses (7

*Date To

Iz

[ Save for Later | Q, Summary and Submit

Quick Start |...Populate From v

GO

Entering a Destination Location
is optional. It will automatically

Expand All | Collapse All Add: | £ QuickFil pOpUIate the Location field on
*Date *Expense Type Description *Payment Type eaCh expense Iine for you'
] v] [

Expand All | Collapse All Totals (0 Lines) 0.00 usD
Click the Destination Location look up @ icon.
The Look Up Destination Location page displays.

Look Up Destination Location

Help

Search by: |Expense Locstion s | begins with |

Look Up Cancel | Advanced Lookup

Search Results

View 100 First ‘4 130f3 'F Last

Expense Location Description

FLTCH FLETCHER VT
FLRMC FLOREMCE VT

Select the Expense Location link.
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The Create Travel Authorization - Details page displays the Destination Location selected.

Create Travel Authorization

Save for Later | @ Summary and Submit
Colin Davidson (7 Quick Start [..Populate From ~]| eo
*Business Purpose [Confersnce > Destination Location [IESAIEE * |0
*Description Trip to Florida Conference: I O (LU il
#  Attschments
Projected Expenses (7
Expand All | Collapse All Add é; Quick-Fill Totals (0 Lines) 0.00 USD
*Date *Expense Type Description *Payment Type *Amount Currency
E | v = v A 009 ysp =
Expand All | Collapse All Totals (0 Lines) 0.00 usD

Enter a short, meaningful description for the trip into the Description field.

Create Travel Authorization

Colin Davidson (7

*Business Purpose |Conference

NOTE: Travel dates must be in

d inati iop [FLORIDA Q ]
I Desting , — the future. The system will not
Description Trip to Florida Conference *Date From [12/17/2018 ||  *Date To[1221/2018 | I
o Atactments allow dates in the past.
Projected Expenses (7
Expand All | Gollapse All Add: | £ Quick-Fill Totals (0 Lines) 0.00 USD
*Date *Expense Type Description *Payment Type *Amount Currency
8 [ v [l v A 009 ysp =
Expand All | Collapse All Totals (0 Lines) 0.00 usD

Enter the date the trip will start on into the Date From field and the end date of the trip into the Date
To field.

Create Travel Authorization

Save for Later | E Summary and Submit
Colin Davidson (%

Quick Start [..Populate From

*Business Purpose [Conference ~

Destinati o0 FLORIDA Q
*Description | Trip to Florida Conference *Date From [12/17/2018 |[W  *Date To 12/21/2018 [y I

&4 Attachments
Projected Expenses (%

hl cle]

NOTE: The Date on the lines

must be within the date
= *Expense Type Ion *Payment Type ra nge entered above.

P |

Expand All | Collapse All Add: | £ Quick-Fill

Expand All | Collapse All

Totals (0 Lines)

In the Projected Expenses section, enter the estimated Date of the expense.
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Create Travel Authorization Save for Later | [ Summary and Submit
Colin Davidson (7 Quick Start [...Populate From v|| o
*Business Purpose [Conferance v Destination Location | FLORIDA Q
*Description Trip to Florida Conference *Date From [12/17/2018 [  *Date To 12/21/2018 [y

r.‘?:. Attachments
Projected Expenses (7

Expand All | Collapse All Add. ﬁ} Quick-Fill Totals (0 Lines) 0.00 usD
*Date *Expense Type Description *Payment Type *Amount Currency
h2n7zoiE | ~| [ || v A 000 e =

Expand All | Collapse All Totals (0 Lines) 0.00 usD

To choose the expense type, click the Expense Type drop-down to view the available expense types.

T T

Create Travel Authorization Save for Later | [2 Summary and Submit
Colin Davidson | Quick Start [_Populste From || Go
*Business Purpﬂse\Comerence ~ Destination Location Out of Country aQ
*Description Trip to Florida Conference *Date From [1217/2013 |/ *Date To[12/27/2018 |

#  Attachments
Projected Expenses (7

Expand All | Collapse All Add: ﬁ} Quick-Fill Totals (0 Lines) 0.00 usD

*Date *Expense Type Deseription *Payment Type *Amount Currency

12172015 i [CEG NT PER DIEM MEAL [ ] v A 000 sp =

LEG NT PER DIEM ROOM

LEG TX LESS 50 MI

LEG TX PER DIEM MEAL
LEG TX PER DIEM ROOM

Bxpand Al | Collapse All LICENSE - ATTORMNEY

LICENSE - CDL

MEMBERSHIP DUES

MG EXPEises Expense Types are listed in alphabetical order.
Eml See Bulletin 3.4 and the Expense Type list for
W .
OUT INGIDENTALS guidance on Expense types. For Out-of-State

OUT LODGING
QUT LUNCH

SUT WLEAGE ADAPT Vi travel, the Expense Type should be an "OUT"
OUT TRANSPORT OTHER Expense type. Use the up and down arrows to
scroll through the available options.

>

OUT TRANSPORT OTHER

QUT WEHICLE RENTAL

PHOME SERWVICE - CELL

PHOME SVG NOM-CELL

PHOTOCOPIES

POSTAGE

PUBLIC SERVICE REC WK FOOD

PUBLIC SERVIGE REC WK OTHER

PUBLIC SERVICE REC WK RENT v
Payroll Bank Service Charge

Select the appropriate Expense Type from the list provided.
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Create Travel Authorization
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The expense type displays along with the additional fields that need to be populated.

Colin Davidson (%

“Business Purpose [Confersnce

Save for Later | E, Summary and Submit

Actions [..Chooss an Aclion v]| eo
hd D ion Location [FLORIDA =Y
*Description |Trip to Florida Conference *Date From 12/17/2018 [ je To 122112018 |5
#&  attachments

Projected Expenses (7 The dISp|ayed fle|dS Vary depend'ng on
SPerdAl | Colepse Al Akt | F Quckrn the expense type selected. The Location

o meeiee orseron automatically defaults from the

12172018 | |OUTCONF#TRAIN REGIST vl k‘C Fee

*Billing Type | Non-Taxabl v

*Originating Location

*Location |FLORIDA

Accounting Details |

Expand All | Collapse All

/

Destination Location. Select a Location if
a Destination Location was not defined
or if it needs to be changed.

Totals (1 Line)

50.00 usD

Create Travel Authorization

Enter an explanation of the expense in the Description field on the line.

Colin Davidson (7

*Business Purpose [Conference v

*Description Trip to Florida Conference

Projected Expenses (¢

Expand All | Collapse All Add: | £F Quick-Fill

*Date *Expense Type

Destination Location

*Date From |12/17/2018

Save for Later | E,_\, Summary and Submit

Actions | Choose an Action

~]| eo
FLORIDA

=

by

*Date To|12/21/2018 |[v]

&

Attachments

*Description
121712016 |j [OUT CONFTRAIN REGIST v E
| Pre Sl
kil
I *Originating Location jmont a I
*Location FLORIDA QA

Accounting Details 7

Expand All | Collapse All

A default Originating Location can be defined on
the employee’s User Profile. Navigation: Employee
Self-Service > Travel and Expenses > Review/Edit

Profile. Click on the User Defaults tab.

Totals (1 Line)

0.00 usD

Enter a few letters of where you started your trip into the Originating Location field.
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[ Save for Later | E ‘Summary and Submit
hd GO

Actions | Choose an Action

Create Travel Authorization
Colin Davidson (7
“Business Purpose [Conference v Destination Location FLORIDA Q

*Date From [12/17/2018 pi  *Date To|12/21/2018 |y

*Description Trip to Florida Conference
#  Attachments

Projected Expenses (7
£ Quick-Fill Totals (1 Line) 0.00 USD
*Payment Type *Amount Currency
=l

*Date *Expense Type *Description
istration Fee r..ﬂ Employee v & 000 ysp

] | OUT CONF/TRAIN REGIST

Expand All | Collapse All Add:

1211712018

*Billing Type|Non-Taxabl v
_

*Originating Location jmont
*Location FLORIDA

Expand All | Collapse All Totals (1 Line) 0.00 usD
Click the Originating Location look up @ icon.
The Look Up page displays the locations that match your criteria.
Look Up
Help

Search by: |Originating Location s |begins with|

Look Up Cancel Advanced Lookup

Search Results

Wiew 100 First
Originating Location Description
MT MOMTAMNA

LAMTEY MONTEOMERNY W

MMTPR MOMTPELIER WT

i 13ofz B Last

Select the Originating Location link for the appropriate location.
The Create Travel Authorization - Details page displays the Originating Location selected.

Create Travel Autharization [ Save for Later | [2 Summary and Submit
Colin Davidson (2 Actions [...Choose an Action ~]| so
*Business Purpuse\Cunference e Destination Location F-CRIDA Q
*Description Trip to Florida Conference *Date From 12/17/2018 |i]  *Date To|12/21/2018 |
& Attachments
Projected Expenses
Expand All | Collapse All Add g? Quick-Fill Totals (1 Line) 350.00 usD
*Date *Expense Type *Description *Payment Type *Amount urrency
1201772018 | [OUT CONFITRAIN REGIST ~]  *[Conference Registration Fee: [ [Employes v 4 35000 f,sp FHE
cBilkieupe o orr
I *Originating Location [MONTPELIER W/T Q I
TeCanen LoD 3
Accounting Details (¥
Expand All | Collapse All Totals (1 Line) 350.00 USD

Enter the estimated Amount for the expense type.
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Attachments can be added to the travel authorization at the header or on the projected expense line.

Create Travel Authorization [ Save for Later | B Summary and Submit
Colin Davidson (7 Actions| Choose an Action v | so
*Business Purpose | Conference ~ Destination Location [FLORIDA Q
*Description Trip to Florida Conference *Date From 12/17/2018 |i]  *Date To|12/21/2018 |
Projected Expenses (7
Expand All | Collapse All Add: g? Quuick-Fill Totals (1 Line) 350.00 usoD
*Date *Expense Type *Description *Amount Currency
1271722018 |i) [OUT CONFITRAIN REGIST vl e Fee o A Lso =
’BlllmgType
*Qriginating Location [MOMTPELIER WT Q
*Location FLORIDA Q q
pccounting oetate Attachments that relate to the entire
document should be added at header
Crsne Ay | ot level. Attachments for a specific expense
g type should be added on the line.
Click the Attachments link or ©* icon.
The Travel Auth Attachments page displays.
Travel Auth Attachments
Help
Travel Authorization ID MEXT
Details Perzonslize | Find | Wiew All | & | Ei.‘ First 1of1 ‘&' Last
File Name Description User Mame DateiTime Stamp
View ;I
Adding large attachments can take some time to upload, therefore, it is advisable to save the
transaction before adding large attachments.
{_ Add Attachment
OK Cancel
Click the Add Attachment button.
The File Attachment page displays.
File Attachment x
Help
Cheoose File IND file chosen
Upload Cancel
3

Click the Choose File button.
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|- Desktop » ~ | ¢ [\| Search Desktop 2
Organize = Mew folder == - E;l @
Y Favorites = Name Size Itern type 7

Bl Desktop Business_Impact_Statement_for_PSFT_Apps 23 KB Microsoft
& Downloads = SR 3-18354082701 More Info 496 KB Microsoft\|
'f,;_l Recent Places Test Attachment 1,963 KB Microsoft ‘-I_

|&] Express Check 10KB Adobe Acr

- Libraries Overflow 20KB Adobe Acr

@ Documents 3 Project Lookup Display Mo Results on a Travel ... 233 KB Microsoft)

J’ Music Duplicate Supplier Report Returns Mo Data 620 KB Microsoft

[ Pictures Employee Expense History Page Does Mot Displ... 3TTEE  Microsoft)

BE Videos 1099 Supplier 136 KB Microsoft |

Unable to Update Remit To Supplier on Payme... 382KB  Microsoft)

/M Computer | B @ Copy of Crystal_To_XMLP_Expenses_Report_Co... M KB Microsoft|

&, Local Disk (C:) TA Missing Project 141 KB Microsoft

&9 My Passport (E:) EX.CFG.11 Expense Type - Wizard Type 1347 KB  Microsoft)
F—l‘ Armmiimd Defmildbr mmbn A srbiradimem Wmim b e 12C D L R = 2 -]

—® Shared (Vwsms.s = [P = | :

File name: Test Attachment - ’ﬁ'«” Files (*.") ‘]

[ Open Iv ’ Cancel ]

Select the file you want to attach and click the Open button.

The File Attachment page displays with the file path of the document.

File Attachment

Help

C:\Usersimaryelien.pfalleriDeskiop\Test Attachment.do| Browse... |

ploa Cancel

Click the Upload button.
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The Travel Auth Attachments page displays with the File Name as a link to the document.

Travel Auth Attachments
Help

Travel Authorization ID NEXT

Details Personslize | Find | viewan | 2| B2 Fist 4 10i1 2 Last

File Mame Description User Name Date/Time Stamp

Test_Attachment docx Conference Registration =1

Adding large attachments can take some time to upload, therefore, it is advisable to 3
transaction before adding large attachments.

You can add additional attachments

s €— by clicking the Add Attachment
= button or delete an attachment by

selecting the &= icon.

Enter an explanation of the attachment in the Description field and click the OK button.

The Create Travel Authorization - Details displays. The Attachment link and icon are updated.

Create Travel Authorization Save for Later | [ Summary and Submit

Actions | Choose an Action ~ G0

Colin Davidson (7

“Business Purpose [Conference ~ Destination Location T LORIDA Q

*Description Trip to Florida Conference *Date From 12/17/2018 i __*Date To | 12/21/201
When one or more attachments are

Projected Expenses (7
included on the transaction, the

Expand All | Collapse All Add: ﬁ; Quick-Fill
oate “Expenss Type Descrpon Attachments link will include (#)
12172018 |W |OUTCONFFFRA\NREG|ST V‘ ElC i ion Fee ] Where # equals the number Of
ool T attachments. The icon changes from

*Originating Location | MONTPELIER VT

Q
*Location [FLORIDA Q ¢
il to Ed
Dccnunu‘ng Details 7

Expand All | Collapse All

Totals (1 Line) 35000 USD

Expand the Accounting Details section by clicking the Expand Accounting Lines " icon.
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The Accounting Details section expands and the ChartFields for the line display.

Create Travel Authorization Save for Later | [& Summary and Submit
Colin Davidson (% Actions [...Choose an Action v]| so
*Business Purpose [Conference ~ Destination Location F-ORIDA Q
*Description Trip to Florida Conference *Date From 12/17/2018 |i]  *Date To|12/212018 [
& Attachments (1)
Projected Expenses (2 Th d f It Ch tF Id I b
Expand All | Collapse All Add: g? Quick-Fill e e au ar Ie Va ues can e
updated for all fields except the
*Date *Expense Type *Description
127701 [ [OUT CONFITRANREGIST [ Fee Account. Additional accounting lines
_ rBiling Typelton Twsbl v can be insert by selecting the &l icon.
*Originating Location MONTPELIER VT Q
*Location FLORIDA Q
Accounting Details (7
Chartfields | [0
Amount *GL Unit Fund Dept Program Class Project
350.00| (08100 Q [20105 Q) (8100002000 ) (59290 Q [zo017 Q [2vvT 000 Q B
Expand All | Collapse All

—— =t USD

The User Defaults on the employee’s profile defaults the ChartField information into the Accounting
Details section for the following fields: GL Unit, Fund, Dept. Some employees may also have default

ChartField information for the following fields: Program, Class, Project. The Account defaults from the
Expense Type and does not display.

Create Travel Authorization Save for Later || [2 Summary and Submit
Colin Davidson (7 Actions [..Choose an Action v|| so

*Business Purpose |Conference ~ Destination Location |FLORIDA Q

*Description |Trip to Florida Conference *Date From 12/17/2018 |}  *Date To|[12/21/2018 [y
rd Attachments (1)

Projected Expenses (¢
Expand All | Collapse All Add: g? Quick-Fill Totals (1 Line) 350.00 USD

*Date *Expense Type *Description *Payment Type *Amount Currency

1201712018 | [OUT CONFITRAIN REGIST vl e Fee [ [Employes v A 35000 gp =]

“Biting Type Fon-Tah v]
*Originating Location MONTPELIER WT Q
*Location [FLORIDA Q ono . .
Additional projected expense lines can
Accounting Details (7
o o + B
Charteids | D) be insert by selecting the Bl icon. Select
Amount *GL Unit Fund Dept Program .
the appropriate expense type and enter
350.00] [08100 Q [20108 Q (8100002000 Q, (58280 . .
the details for the expense line.
Expand All | Collapse Al

Click the Summary and Submit link.
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The Create Travel Authorization - Submit page displays.

Create Travel Authorization Save for Later | [F] Travel Authorization Details
Colin Davidson Actions [...Choase an Action ~| | e
*Business Purpose [Conference w Destination Location FLORIDA a,
*Description |Trip to Florida Conference *Date From 12/17/2018 |[W] *Date To 122172018 |

"
Totals (2 & View Printabls \ersion & attachments (1)

Projected Expenses (1 Line) 350,00 USD Denied Expenses 0.00 UsD
Total Authorized Amount  350.00 USD

O By checking this box, | certify these costs are reasonable estimates and comply with expense policy.

Submit Travel Authorization

Click the Notes link.

The Travel Authorization Notes page displays.

Travel Authorization Notes

The notes field is where you can add
comments for Pre-Paid or Direct Paid costs

for the Trip. Example comment: Flight
charged to P-Card for $350

Add Notes

Notes Personalize | Find | 1| B First (4 10f1 (& Last

MNotes Name Role Date/Time
=

OK Cancel
Enter Comments.

Travel Authorization Notes

Help

Conference feas)|

Add Motes
Notes Perzonalize | Find | L?‘l L_?-l First ‘4’ 10f1 ‘&' Last
Motes Name Role Date/Time
=
0K Cancel

Click the Add Notes button.
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The Comments are added to the Notes section. The Name, Role and Date/Time field values are
populated with the user who created the note and when.

Travel Authorization Notes

You can add additional notes by
entering comments and clicking the

Add Notes button or delete a
comment by selection the &l icon.

Notes

Notes

Conference fees.

Name

Colin Davidson

Personalize | Find | O] B4 Fist 0 Ng1 b Last
Role Date/Time
Employes 12/05/2018 12:19:46PM =

Click the OK button.

The Create Travel Authorization - Submit page displays.

Create Travel Authorization

Colin Davidson

*Business Purpose | Conference ~

*Description Trip to Florida Conference

Totals (7 & View Printable Version

Projected Expenses (1 Line) 35000 USD

4
Submit Travel Authorization

Destination Location FLORIDA

Save for Later ﬁTravel Autherization Details

. The Notes icon changes from

*Date From [12/17/2018 |[ij *Date To 1202172018 When comments exist.

Denied Expenses 0.00 USD
Total Authorized Amount  350.00 USD

1
| O By checking this box, | certify these costs are reasonable estimates and comply with expense policy.

2
& Attachments (1)

Select the Certification checkbox.

Create Travel Authorization

Colin Davidson

*Business Purpose | Conference v

*Description |Trip to Florida Conference

Totals (7 & View Printable Version

Projected Expenses (1 Line) 35000 USD

Actions [...Choose an Action v| 6o
Destination Location FLORIDA Q
*Date From [12/17/2018 |[{j *Date To 127212018 |\
= s
S Motes & attachments (1)
Denied Expenses 0.00 USD
Total Authorized Amount  350.00 USD

By checking this box. | certify these costs are reasonable estimates and comply with expense policy.
Submit Travel Authorization

Save for Later | [ Travel Authorization Details

Click the Submit Travel Authorization button.
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Travel Auth Submit Confirm

Create Travel Authorization
Submit Confirmation
Colin Davidson

Totals

Total Authorized Amount

Cancel

0K,

350.00 USD

Click the OK button.

The View Travel Authorization page displays with the message 'Your travel authorization (TA ID) has
been submitted for approval.' The status is updated to 'Submission in Process'. The Authorization ID is

assigned.

Travel Authorization

Lo Do

Your travel authorization 0000005197 has been submitted for approval. I

Business Purpose Conference Destination Location FLORIDA

Description Trip fo Florida Conference Date From 12/17/2018 Date To 12212018

Totals @ Notes

5 View Printable Version
Projected Expenses (1 Line) 350.00 USD Denied Expenses 0.00 UsD
Total Authorized Amount ~ 350.00 USD

~j By checking this box, | certify these costs are reasonable estimates and comply with expense policy.

I Refresh Approval Status I

| Retum to Search (=] Notify

] Travel Authorization Details

Actions ...Choose an Action

V][ Go

I Authorization ID

DODOODS1S7  Submission in Process I

& attachments (1)

Click the Refresh Approval Status button.
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The Withdraw Travel Authorization button displays and is enabled. The Approval History section
displays the approval path for the travel authorization, who submitted the transaction, who it is routed
to, the action performed and the date/time when the action occurred. The status is updated to'
Submitted for Approval'.

Travel Authonzation B Travel Authorization Detaiis

Colin Davidson Actions |_._Choose an Action wv|| GO
Business Purpose Conference Destination Location FLORIDA Authorization ID 000000519 Submitted for Approval
Description Trip to Florida Conference Date From 12/17/2018 Date To 122172018 Created 12/05/2018  Colin Davidson

Last Updated 12052013 Colin Davidson

Totals (% & View Printable Version

Click the Withdraw Travel Authorization button if
Projected Expenses {1 Line) 350,00 USD s vou need to make changes to a submitted travel
authorization. The transaction is removed from
the approver’s worklist and can be modified. The
status is updated to pending.

Total Authorized Amount

ol By checking this box, | certify th, = =

Submit Travel Authorization Withdraw Travel Authorization Submitted On 12/

Approval History

% &

Submitted E£X Module Supeniisar
Colin Davidson Ava Grace
Action Role Name DateiTime
Submitted Employee Colin Davidson 12/05/2018 12:21:28PM
[af* Retumn to Search [ Notify
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Copy an Expense Line for a Travel Authorization

Situations when this function is used: This functionality allows an employee to create one or multiple
new lines by copying an existing line on a travel authorization.

Home Page Tile Navigation: TE tile > Travel Authorization > Create/Modify Travel Auth

Navigator Menu Navigation: Navigator > Employee Self-Service > Travel and Expenses > Travel
Authorizations > Create/Modify

Create Travel Authorization [ Save for Later | [2 Summeary and Submit
Colin Davidson Actions Go
*Business Purpose [ Conference hd Destination Location | FLORIDA Q
*Description Trip to Florida *Date From |12/1 W *Date To 12142018 |

S Attachments
Projected Expenses

Expand All | Collapse All Add: | £ Quick-Fill Totals (2 Lines) 170.711  USD

*Date *Expense Type *Description *Payment Type “Amount Currency
12102018 | [OUT MILES - FULL V] *[Trip to Airport |7 [Employee v A4 2071 ysp HE
*Billing Type[Nan-Taxati ]

*Originating Location MONTPELIER VT (s}

*Destination Location [BURLINGTON VT

o

*Miles 3 x 05450

Accounting Details

12/102018 | [IN LODGING ~]  *[Hetel at Conference 7 [Employes v

*Billing Type [Non-Taxabl v ]

*Originating Location MONTPELIER VT

*Location Fl DA
*Merchant O Preferred @® Non-Preferred

Hilton Hotel

Accounting Details

Expand All | Collapse All Totalg (2 Lines) 170.71 usD

Select the Copy Authorization Lines option from the Actions drop-down list.
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Create Travel Authorization Save for Later | [2 Summary and Submit
Colin Davidson (% Actions [Copy Authorization Lines 4| co I
*Business Purpose [Gonference ~ Destination Location FLORIDA Q
*Description Trip to Florida “Date From [12/102018 |[ij  *Date To[12142018 |

“?’: Attachments
Projected Expenses (7

Expand All | Collapse All Add: i} Quick-Fill Toftals (2 Lines) 170.71 usD

*Date *Expense Type *Description *Payment Type *Amount Currency
12A02ME | [OUT MILES FULL v *[Trip to Airport [ [Employes v A W7 yeg =

*Billing Type|Non-Taxab v

*Originating Location MONTPELIER VT a
*Destination Location BURLINGTON VT Q

o

*Miles 38 x 05450

Accounting Details |7

12102015 | [INLODGING ~]  *[Hotel at Conference |7 [Employes v A 150.00 ysp HE

*Billing Type
*Originating Location [MONTPELIER /T a
*Location FLORIDA aQ

*Merchant O Preferred ® Non-Preferred

Hilton Hotel

Accounting Details 7

Expand All | Collapse All Tofals (2 Lines) 170.71 usD

Click the Go button.
The Copy Authorization Lines page displays.

Copy Authorization Lines
Help
Choose the Copy to One Date oplion if you want to copy each selected line just once using the To Date as
the new expense date, or chooze Copy to Range of Dates if you want to copy each line multiple times with
the expenze date for the new lines 2et to each day within the specified date range. Select the expense lines
to copy and press OK.
Copy Option
{®iCopy to One Date To Date [
) Copy to Range of Dates From Date [ [ include Weekends
To Date E] U include Holidays
Select Expense Type Expense Date Amount Spent Transaction Currency
| COUT MILES - FULL 1212018 20.71USD
| IM LODGING 1212018 150.00USD
O Cancel
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The Copy Authorization Lines page enables you to copy one or more selected expense types for a
single day or a range of dates. When you copy a line to create new lines, the system automatically
populates the new lines with the same ChartFields as the original line item.

1.
2.

Select to copy each expense type selected once using the To Date as the new expense date.
Select to copy each expense type selected multiple times. A new line is created for each day
within the specified date range.

If the date range includes weekends and/or a holiday, new lines are not created for Saturdays,
Sundays or holidays unless the checkboxes are selected.

You can select one or multiple expense types to copy. New lines will be created for each
expense type selected based on the specified date or date range.

Copy Authorization Lines

Choose the Copy to One Date oplion if you want to copy each selected line just once using the To Date as
the new expense date, or choose Copy to Range of Dates if you want to copy each line multiple times with
the expenze date for the new lines =&t to each day within the specified date range. Select the expense lines

to copy and press OK.
Copy Option

{®) Copy to One Date To Date [12/14/2018 |[w)

O Copy to Range of Dates From Date [ [ include Weekends

Select

L
O

0K Cancel

Help

To Date [z [ include Holidays

Expense Type Expense Date Amount Spent Transaction Currency

OUT MILES - FULL 12120138 2071UsSD
IN LODGING 121072018 150.00USD

Enter the To Date you want on the copied line.
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Choose the Copy to One Date opfion if you want to copy each selected line just once using the To Date as
the new expense date, or choose Copy to Range of Dates if you want to copy each line multiple times with
the expensze date for the new lines =&t to each day within the specified date range. Select the expense lines

to copy and press OK.
Copy Option

{® Copy to One Date To Date 1214/2018 |3

) Copy to Range of Dates From Date [ include Weekends
To Date = D include Holidays
Select Expense Type Expense Date Amount Spent Transaction Currency
| OUT MILES - FULL 122018 20,71 UsSD
| IM LODGING 1212018 150.00USD
oK Cancel

Copy Authorization Lines
Help
Choose the Copy to One Date opfion if you want to copy each selected line just once using the To Date as
the new expense date, or chooze Copy to Range of Dates if you want to copy each line multiple times with
the expense date for the new lines set to each day within the specified date range. Select the expense lines
to copy and press O
Copy Option
{®) Copy to One Date To Date 121472018 i)
O Copy to Range of Dates From Date [ include Weekends
To Date E2] D include Holidays
Select Expense Type Expense Date Amount Spent Transaction Currency
! OUT MILES - FULL 1212018 2071 USD
O IM LODGING 122018 150.00USD
OK Cancel
Click the Select checkbox for the expense type you want to copy.
Copy Authorization Lines
Help

Click the OK button.
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Details page displays with the copied line.

Create Travel Authorization

Colin Davidson (%

*Business Purpose | Conference hd

() Save for Later | [ Summary and Submit

Actions [Copy Authorization Lines ~|| so

Destination Location

*Description Trip to Florida
Projected Expenses (7

Expand All | Collapse All Add: :} Quick-Fill

*Date *Expense Type *Description

*Date From |12/10/2018 *Date To 12/14/201&

#+  Attachments

FLORIDA Q

5

Totals (3 Lines)

*Payment Type

12H02018 | [OUT MILES -FULL v *[Trip to Alpart

rﬁ Employes ~ A

*Billing Type|Non-Taxabl v|
*QOriginating Location MONTPELIER VT [+}
*Destination Location BURLINGTON VT Q

o

“Miles 3 x o050

Accounting Details 7

12102018 |5 [IN LODGING v]  *[Hotel at Canference

& [Employee A

*Billing Type[Non-Taxab v|
*Originating Location MONTPELIER VT
*Location |FLORIDA a

*Merchant O Preferred ® Non-Preferred
Hilton Hotel

Accounting Details (7

191.42 uso

*Amount Currency

07| ep HE

15000 ysp HE

f2r4r2015 |5 [OUT MILES - FULL v *[Trip to Aiport

|2 [Employee ~ A

*Billing Tyne
*Originating Location MONTPELIER VT @
*Destination Location BURLINGTON VT a

*Miles 38 x ps4s0 w

Accounting Details 7

2071 yap EE

Make any necessary updates to the copied line.

Click Save for Later or Summary and Submit
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Create Expense Lines Using Quick-Fill

Situations when this function is used: Another way to save time when creating expense lines is to use
Quick-Fill. This functionality enables an employee to add one or multiple lines to a travel authorization

by selecting the appropriate expense type and specifying the date or date range for the expense. You
will then enter the remaining information that pertains to each expense type.

Home Page Tile Navigation: TE tile > Travel Authorization > Create/Modify Travel Auth

Navigator Menu Navigation: Navigator > Employee Self-Service > Travel and Expenses > Travel
Authorizations > Create/Modify

Create Travel Authorization [ Save for Later | [E Summary and Submit

Colin Davidson

Quick Start [ Populate From v|| o

*Business Purpose [Conference ~ Destination Location [NEW YORK Q

*Description Trip to Albany MY *Date From [12/12/2015 |[W

*Date To 121372013 |

L“.+ Aftachments
Projected Expenses

Expand All | Collapse All Add: ;3’ Cruick-Fill Totals (0 Lines) 0.00 USD

*Date *Expense Type Description

*Payment Type =Amount Currency
Gl vl | EIN ~ A 000 ap &=
Expand All | Collapse All Totals (0 Lines) 0.00 usD

Select the Quick-Fill link.
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The Quick-Fill page displays with a list of the expense types. The From and To dates default based on
the Date From and Date To dates entered on the Create Travel Authorization — Details page.

Help

The defaulted date range should be
updated to ensure the lines are created
with the appropriate dates but the date on

the line must be within the date range
specified on the Create Travel
Authorization — Details page.

Use the scroll bar to view

more expense types.

Quick-Fill
Enter the date range you want applied io the authorizations you will be adding io the report. Then choose the expense
types and whether you want to add one instance of the expense type or hawe an entry of that expense type for each
day within the date range.
Date Range
From 121122018 |[& To[121132018 W
Add Expense Types:
One Day All Days] | Expense Type
O [l AGRIC HORT WILDLIFE
O O AUTO REPAIRS
O [ AUTO SUPPLIES
O O BOOKS SUBSCRIPTIONS LIB-ED
O O CERTIFICATION PEST/HERBICIDE
O O CLOTHING
| | Client Meetings-Econ Dev Only
O O DATA WIRELESS MOEBILE
O O DOC 75% PER DIEM QUTST
O O DOC FULL PER DIEM OUTST
0K Cancel

A single line for the selected expense type is created using the first day in the date range when the One
Day checkbox is selected. If the All Days checkbox is selected, a line is created for each day in the date

range.
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Quick-Fill

Date Range

Ome Day

O

N A O

Q
A

From 12122018

Add Expense Types:

All Days

oDooooo@E|ooo

Cancel

Enter the date range you want applied to the authorizations you will be adding fo the report. Then choose the expense
types and whether you want to add one instance of the expense type or have an entry of that expense type for each
day within the date range.

To[12M32018 |

=

Expense Type

OUT LODGIMNG

OuUT LUMCH

OUT MILEAGE ADAPT WVAM
OUT MILES - FULL

OUT MILES REDUCED RATE
OUT TRANSPORT OTHER
OUT WEHICLE REMTAL
PHOME SERWVICE - CELL
PHOME SWC MOM-CELL

PHOTOCOPIES

Help

Click the Select checkbox next to the expense type you are adding to the travel authorization.

Click the OK button.
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The Create Travel Authorization - Details page displays. Lines are created for the expense types
selected. A single line is created when One Day was selected, and multiple lines are created when All

Days was selected.

Create Travel Authorization

Colin Davidson (7

*Business Purpose \ Conference

*Description Trip to Albany NY

Projected Expenses (2

Destination Location NEW ¥YORK
*Date From 12112/2018 |[i]

#  Attachments

Save for Later | F,_‘, Summary and Submit

Quick Start | .Populate From ~ [cTe)

Q

*Date To 12132018 |

*Billing Type[Non-Taxabl v]

*Originating Location
*Destination Location |NEW YORK

*Miles

Expand All | Collapse All Add: é} Cruick-Fill Totals (2 Lines) 0.00 usD
*Date *Expense Type *Payment Type *Amount currency
12272018 | [OUT MILES - FULL v] [ [Mileage to Contersnce Y [Empioyes v A 000 g =

12132018 |5 [OUT MILES - FULL

The displayed fields vary depending
on the expense type selected. The

required fields displayed need to be

completed for all added lines.

*Billing Type[Non Taxabl v]
*QOriginating Location
*Destination Location |NEW YORK

*Miles

Accounting Details 7

Q
Q
x 0S40
Accounting Details 7
.
¥
Q
Q
x 0S40

Enter an explanation of the expense in the Description field on the line.

Create Travel Authorization

Colin Davidson (%

Save for Later | @ Summary and Submit

Quick Start |...Populate From v

Accounfing Details |7

GO
*Business Purpose [Conference ~ Destination Location NEW YORK [}
*Description [Trip to Albany MY *Date From 1211272018 |/  *Date To 121372018 [y
& Attachments
Projected Expenses (¢
Expand All | Collapse All Add: g? Quick-Fill Totals (2 Lines) 0.00 usD
*Date *Expense Type *Description *Payment Type *Amount Currency
121212018 _|[ij [OUT MILES - FULL v]  *[Mieage to Gonference [ [Employee v A 000 )5 El
v
*Originating Location [mont Q I
ESUNALION LOCALION | NV (=}
“Miles x 0840 @
Accounting Details (7
1211372018 | [OUT MILES - FULL v I [Employee M A 000 s Bl
*Billing Type
*Originating Location a
*Destination Location [NEW YORK a,
“Miles x osms0 W

Enter a few letters of where you started your trip into the Originating Location field.
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Save for Later | E, Summary and Submit

Create Travel Authorization

Colin Davidson (7

Quick Start |...Populate From

Q

Destination Location NEW YORK

*Business Purpose | Conference

~

*Date To 121372018 [y

*Description | Trip to Albany NY

Projected Expenses (¢
Expand All | Collapse All Add:

*Date *Expense Type

*Date From |12/112/2018 W

& Attachments

Totals (2 Lines)

£ Quick-Fill

*Payment Type

E‘ Employee w

*Description

| * |Mileag & to Conference

i

*Billing Type Non-Taxabl v|

*Originating Location |mont
*Destination Location [NEW YORK

121272018

*Miles x

[OUT MILES - FULL

D.5450

Accounting Details 7

E‘ \ Employee

e

v]| o

0.00 USD

=Amount Currency

& 000 g

FULL v

121132018 | ‘OUT MILES -

*Originating Location
*Destination Location NEW YORK
*Miles

*Billing Type [MNon-Taxabl v]

L p

x  D0.5450

Accounting Details 7

0.00 USD

Expand All | Collapse All

Totals (2 Lines)

Click the Look Up

icon.

The Look Up page displays the locations that match your criteria.

Look Up

Search by: |Originating Location s |begins with|

Look Up Cancel | Advanced Lookup

Search Results

“iew 100 First ‘%' 1-30f3 B Last
Originating Location Description

T MOMTAMNA

MNTGY MONTGOMERY VT
MNTPR MOMTPELIER W T

Help

Select the Originating Location link for the appropriate location.
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The Create Travel Authorization - Details page displays the Originating Location selected.

Colin Davidson (7

*Business Purpose [Conference

*Description Trip to Albany MY

Destination Location |NEW TORK

Accounting Details 7

Expand &ll | Collapse All

Quick Start [...Populate From

[ Save for Later | |2 Summary and Submit

v @0
Q
*Date From [12/12/2018 |[W  *Date To [12132018 |
& Attchments
Projected Expenses (¢
Expand All | Collapse All Add: i} Cuick-Fill Totals (2 Lines) 92.65 usD
*Date *Expense Type *Description *Payment Type
12122018 |y [OUT MILES - FULL v]  *[mieage to Confersnce [ [Employes %] =
*Billi Mon-Taxabl W
“Originating Location MONTPELIER WT Q I
TIE———
*Miles 170y | nsaso L4
Accounting Details 7
121132018 |5 [OUT MILES - FULL v 7 [Employes vl 4 L0 ysp HE
*Billing Type
*Originating Location Q
*Destination Location NEW YORK a
“Miles x 0S40 @

Totals (2 Lines)

9265 USD

Enter the Miles for the line. The Amount automatically populates.

Enter the required fields for any additional lines added using Quick-Fill.
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Situations when this function is used: When entering travel authorizations, it is important to save often.
We recommend saving after every few lines to avoid losing any work. Travel Authorizations can also be
saved and completed later, but it is important to remember they must be completed by month end.

Home Page Tile Navigation: TE tile > Travel Authorization > Create/Modify Travel Auth

Navigator Menu Navigation: Navigator > Employee Self-Service > Travel and Expenses > Travel
Authorizations > Create/Modify

Create Travel Authorization

Colin Davidson

*Business Purpose [Conference

hd Destination Location NEW YORK

*Description Trip to Albany NY

Projected Expenses

Expand All | Collapse All Add: ;3’ Cuick-Fill

*Date From |12/12/2018 |[W]

s Attachments

Quick Start |...Populate From vl GO

=8

*Date To|12/13/2018 [

[ Save for Later | |2 Summary and Submit

Totals (2 Lines) 18530 USD
*Date *Expense Type *Description *Payment Type *Amount Currency
121122018 | [OUT MILES - FULL v]  *[Mileage to Conference [ [Employes v A4 9265 |)3p B =
*Originating Location MONTPELIER VT Q
*Destination Location NEW YORK a,
*Miles 1700 x  ps5450 v
Accounting Details |7
12132015 |5 [OUT MILES - FULL v *‘I-.’isf;sfr-:'n Conference LT Emgployee ~ . 9265 ysp FHE
*Billing Type[Non-Taxabl v|
*0Originating Location ORK Q
*Destination Location MONTPELIER VT (s}
*Miles 1700 x  ps4sD "
Accounting Details
Expand All | Collapse All Totals (2 Lines) 185.30 uso

Click the Save for Later link.
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The Modify Travel Authorization - Details page displays. The Authorization ID is assigned, and the

Laier | [2 Summary and Submit

v]| so

Status is ‘Pending’.

Actions [..Choose an Action

Modify Travel Authorization
Authorization ID 0000005199 Pending I

Q

NEW YORK
*Date To 121372018 |[W]

Colin Davidson (7
*Business Purpose [Conference ~ Destination Location
*Date From 12112/2018 |

*Description | Trip to Albany NY
# Attschments

Totals (2 Lines) 185.30 uso

Projected Expenses

Expand All | Collapse All

Add: | £ Quick-Fill
*Payment Type =Amount Currency
=

*Description
Fﬂ Employes ~ & 9265 5p

* |Milsag € to Conference

*Expense Type
‘ OUT MILES - FULL

*Date
12M202018  |[3]

*Billing Type
a

*Originating Location MONTPELIER VT
Q,

]

*Destination Location NEW YORK

o

*Miles 170 x  psdsD

Accounting Details

=

=
=]

m
o

[ [Employee A 9285 ysp

v| * |M|Ieagefr0m Conference

121132018 |B) [OUT MILES - FULL

*Billing Type[Non Taxa |
*Originating Location [NEW YORK Q
*Destination Location MONTPELIER VT Q
“Miles 70 x  psaso

o

Accounting Details (¢
185.30 uso

Totals (2 Lines)

Expand All | Collapse All
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Delete expense line(s) for a Travel Authorization

Situations when this function is used: Expense lines can be deleted when creating a new travel
authorization or when modifying an existing travel authorization.

Home Page Tile Navigation: TE tile > Travel Authorization > Create/Modify Travel Auth

Navigator Menu Navigation: Navigator > Employee Self-Service > Travel and Expenses > Travel
Authorizations > Create/Modify

Modify Travel Authorization [ Save for Later | [ Summary and Submit
Colin Davidson (7 Actions [.Choose an Action v| Go
“Business Purpose | Conference v Destination Location [Qut of Country xQ Authorization ID 0000004756 Pending
*Description Trip To Florida Conference *Date From [11/17/2018 *Date To [11/27/2018

4  Attachments
Projected Expenses (7

Expand All | Collapse All Add: | i? Quick-Fill Totals (2 Lines) 20000 USD
*Date *Expense Type Description *Payment Type *Amount Currency
111772018 [OUT LODGING v [ [Emplayee A 10000 ygp =

*Billing Type| Non-Taxabl v

*Originating Location MONTPELIER VT
*Location |Qut of Country

R p

*Merchant O Preferred ® Non-Preferred

Hilton Hotels

Accounting Details (2

11722/2018 |[sj) [OUT LODGING v [ [Employee v A 100.00 ygp

*Billing Type|Non-Taxabl v
*Originating Location MONTPELIER VT
*Location Out of Country

e

*Merchant O Preferred ® Non-Preferred

Hilton Hotels

Accounting Details (2

Expand All | Collapse All Totals (2 Lines) 200.00 usD

Click the Delete = icon for the expense line you want to delete.

The Travel Authorization - Delete Confirmation page displays.

Save Confirmation
Help
Travel Authorization
Delete Confirmation
Authorization ID 0DDDDDS199

You have selected one or more expenze lines to delete. To continue and delete the expense lines, press
OK; otherwize, press Cancel.

OK Cancel

Click the OK button.
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The Modify Travel Authorization - Details page displays, and line will no longer exist on the travel
authorization.

Meodify Travel Authorization

iz save for {ater | [£) Summary and Submit
Colin Davidson (7 Actions [...Choose an Action v]| so
*Business Purpose | Conference v ination Location Qut of Couniry a Authorization 1D 0000004756 Pending
*Description Trip To Florida Conference *Date From |11/17/2018 [5]  *Date To 1172772018 |F
Projected Expenses (7
Expand All | Collapse All Add: | g? Quick-Fill Totals (1 Line) 100.00 uUsD
*Date *Expense Type Description *Payment Type *Amount Currency
11472012 |5 [OUT LODGING v [ I3 [Employee v A 100.00, ysp =
*Billing Type| Non-Taxabl v
*Originating Location MONTPELIER VT Q
*Location [Out of Country Q
*Merchant O Preferred @® Non-Preferred
Hilton Hotels
Accounting Details (7
Expand All | Collapse All Totals (1 Line) 100.00 USD
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Add Lodging Expenses (Only when P-Card or Direct Bill is not possible)

Situations when this function is used: Every effort should be made to use a P-Card or direct supplier
payment for lodging to avoid the need for reimbursement. Add a Lodging expense type when a P-Card

or direct bill is not possible.

Home Page Tile Navigation: TE tile > Travel Authorization > Create/Modify Travel Auth

Navigator Menu Navigation: Navigator > Employee Self-Service > Travel and Expenses > Travel
Authorizations > Create/Modify

Create Travel Authorization [ Save for Later | [ Summary and Submit
Colin Davidson |3

Quick Start [_Populats From || @o
*Business Purpose|Curfere'|-:E e Destination Location [FLORIDA Q
*Description Trip to Florida Conference *Date From [12/17/2018 |  *Date To 12/21/2018 [
4  Attachments

Projected Expenses (-

Expand All | Collapse All Add: | £ Quick-Fill Totals (0 Lines) 0.00  USD

*Expense Type Description *Payment Type *Amount Currency
~] [ & v A 000 ep [+ [=]

Expand All | Collapse All Totals (0 Lines) 0.00 USD

In the Projected Expenses section, enter the estimated Date of the expense.

Create Travel Authorization [ Save for Later | [ Summary and Submit
Colin Davidson

Quick Start [...Populate From v|| co
*Business Purposa|Cnrfsra'|-:5 hd Destination Location |FLORIDA Q
*Description Trip to Florida Conference *Date From [12/17/2018 [  *Date To 12/21/2018 [y
#  Attachments

Projected Expenses (-
Expand &ll | Collapse All Add :"Z Quick-Fill Totals (0 Lines) 0.00 USD

*Date *Expense Type Description *Payment Type *Amount Currency

hzizzote (@) “ =] vl A uso HE
Expand &ll | Collapse All Totals (0 Lines) 0.00 USD

To choose the expense type, click the Expense Type drop-down to view the available expense types.
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Create Travel Authorization Save forLater | 2 Summary and Submit

Colin Davidson (7 Actions [...Choose an Action v|| Go
*Business Purpose | Conference e Destination Location|TLORIDA aQ
*Description Trip to Florida Conference *Date From |12/17/2018 ||  *Date To|[12/21/2018 |y

#&  Attachments
Projected Expenses (7

Expand All | Collapse All Add: ﬁ} Quick-Fill Totals (0 Lines) 0.00 USD
*Date # Deseription *Payment Type “Amount Currency
12H712018 IN VEHIGLE RENTAL [ [ ~ A 000 ygp =
INTERNET ACCESS ~

ITEMS FOR RESALE

Judicial only-Court Incentives
LEG NT S0+ MI

Expand All | Collapse Al LEG NT PER DIEM MEAL

LEG NT PER DIEM ROOM

LEG TX LESS SO MI

LEG TX PER DIEM MEAL

LEG TX PER DIEM ROOM

LICENSE - ATTORNEY

LICENSE - CDL

MEMBERSHIP DUES

MOVING EXPENSES

OUT AIR TRANSP

‘OUT BREAKFAST

OUT COMMUTER MILE

OUT CONFITRAN REGIST traVEI, the EXpense Type should be an "OUT"
[ 1Evme=mm ] Expense type. Use the up and down arrows to

OUT MILEAGE ADAPT VAN

'OUT MILES - FULL

s e e scroll through the available options.
'OUT TRANSPORT OTHER

'OUT VEHICLE RENTAL

PHOMNE SERVICE - CELL

PHONE SVC NON-CELL v
PHOTOCOPIES

Expense Types are listed in alphabetical order.
See Bulletin 3.4 and the Expense Type list for
guidance on Expense types. For Out-of-State

Select the OUT LODGING expense type from the list provided.
The expense type displays along with the additional fields that need to be populated.

Create Travel Authorization Save for Later | [ Summary and Submit

Colin Davidson (¢ Actiong | Choose an Action v\ GO

*Business Purpose [Conference v Destination Location| LORIDA Q

*Description |Trip to Florida Conference *Date From 121772018 |[ij gle To 127212018 |y

<9‘: Attachments
Projected Expenses (7

Expand All | Collapse Al Add: | £ Quick-Fill The Location automatica”y defaults from
e xpense Tyoe oeserpton the Destination Location. Select a
12172018 |8 [QUTLODGING v i Location if a Destination Location was
m—— QII / not defined or if it needs to be changed.
*Merchant () Preferred ®) Non-Preferred

Accounting Details |7

Expand All | Collapse All Totals (1 Line) 0.00 UsSD

Enter a few letters of where you started your trip into the Originating Location field.
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[ Save for Later | E ‘Summary and Submit

hd GO

Create Travel Authorization

Colin Davidson (7

v

Actions | Choose an Action

FLORIDA Q

Destination Location
*Date To|12/21/2018 |

*Business Purpose [Conference

*Description Trip to Florida Conference

*Date From |12/17/2018 |y

#  Attachments

Projected Expenses (7
Expand All | Collapse All Add: | £ QuickFill Totals (1 Line) 0.00 USD

*Date *Expense Type *Description *Payment Type *Amount Currency

12/17/2018 | [OUT CONFITRAIN REGIST vl e ion Fee 7 [Empoyee v A 000 g =l

*Billing Type[Non-Taxabl v
*Originating Location jmont
*Location FLORIDA
Accounting Details 7
Expand All | Collapse All Totals (1 Line) 0.00 usD
Click the Originating Location look up @ icon.
The Look Up page displays the locations that match your criteria.
Look Up
Help

Look Up

T
MNTGY

Search by: |Originating Location s |begins with|

Cancel Advanced Lookup

Search Results

Wiew 100 First
Originating Location

' 13ofz W Last
Description
MOMTAMNA

MMTPR

MOMTPELIER WT

Select the Originating Location link for the appropriate location.
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- Details page displays the Originating Location selected.

Colin Davidson (%

*Business Purpose [Conference

Projected Expenses (7

Expand All | Collapse All

“Date

12/17i2018 |5 [OUT LODGING

Save for Later | E, Summary and Submit

Actions | Choose an Action

v GO
Destination Location|"LORIDA Y
*Description Trip to Florida Gonference *Date From [12/17/2018 |]  *Date To|12/21/2018 |
& Attachments
Add: é} Quick-Fill Totals (1 Line) 0.00 usD
*Expense Type Description *Payment Type =Amount Currency
v [ [ [Employss v A 000 ysp =
i

I *0Originating Location | MONTPELIER WT

cocation [FLORIDA

*Merchant () Preferred ® Non-Preferred

The State of Vermont doesn't list

predefined Preferred Merchants.

Accounting Details | 7

Expand All | Collapse All

Totals (1 Line) 0.00 USD

Create Travel Authorization

Enter the place you will be staying into the Non-Preferred Merchant field.

Colin Davidson (%

*Business Purpose [Conference

*Description Trip to Florida Conference

Projected Expenses (7

Expand All | Collapse All Add: ﬁ; Chuick-Fill

*Date *Expense Type

Save for Later | |;_‘; Summary and Submit

Actions |...Chause an Action Vl
Destination Location FLORIDA a

GO

*Date From 12/17/2018 | *Date To|12/21/2018

o]

& Attachments

Totals (1 Line) 0.00 USD

Description

121712018 |5 [OUT LODGING

*Payment Type *Amount urrency
]

*Billing Type | Non-Taxabl v
*Originating Location MONTPELIER WT
*Location |[FLORIDA
*Merchant O Preferred ® Non-Preferred
Hilton Hotels

Accounting Details 7

Expand All | Collapse All

'j‘ Employse ~ A 000 Byzp # =

Totals {1 Line)

0.00 USD

Enter the estimated Amount for the lodging for that night.
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Create Travel Authorization

Colin Davidson (%

*Business Purpose [Conference ~

*Description Trip to Florida Conference

Projected Expenses (7

Destination Location|"LORIDA Q
*Date From |12117/2018 |[i]  *Date Te[12/21/2018 |[&

L}

& Attachments

] ElSaveforLater i: Summary snd Submit

L LR (Copy Authorization Lines ___ EA <N

Expand All | Collapse All Add: i} Qruiick-Fill Totals (0 Lines) 100.00 usD
*Date *Expense Type Description *Payment Type *Amount Currency
1272015 |5 [OUT LODGING v [ J7 [Empioyes v A 10000 ysp =
*Billing Type | Non-Taxabl v
*Originating Location [MONTPELIER VT Q
*Location FLORIDA. a
*Merchant O Preferred ® Non-Preferred
Hilton Hotel
Accounting Details %
Expand All | Collapse All Totals (0 Lines) 100.00 usD

Copy the expense line to any additional dates you will be staying overnight by selecting the Copy
Authorization Lines option in the Actions drop-down list and clicking the GO button. Make any

necessary changes.
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Verify/Change Accounting Detail for Projected Expense Line(s)

Situations when this function is used: While creating a travel authorization, you can review the
accounting details (ChartFields) for each projected expense line. Please note that the accounting
details are defaulted in and will be the same on each line unless you make changes.

Home Page Tile Navigation: TE tile > Travel Authorization > Create/Modify Travel Auth

Navigator Menu Navigation: Navigator > Employee Self-Service > Travel and Expenses > Travel
Authorizations > Create/Modify

The Accounting Details section displays at the bottom of each expense line.

Create Travel Authorization [ Save for Later | [E) Summary and Submit
Colin Davidson (% Actions [...Choose an Action V]| o
*Business Purpose [Confersnce v Destination Location|FLORIDA Q
*Description Trip to Florida Conference *Date From 12/17/2018 ]  *Date To[12/21/2018 |

rd Attachments (1)
Projected Expenses (¢

Expand All | Collapse All Add: 2"? Quick-Fill Totals (1 Line) 350.00 usD

*Date *Expense Type *Description *Payment Type *Amount Currency

121772018 |[ij [OUT CONFITRAIN REGIST ~]  *[confersnce Registration Fee [ [Employes v A 350000 |,5p FHE

*Billing Type | Mon-Taxabl »
*Originating Location MONTPELIER VT aQ
*Location FLORIDA Q
Dccnunﬁng Details (%

Expand All | Collapse All Totals (1 Line) 350.00 usD

Expand the Accounting Details section by clicking the Expand Accounting Lines " icon.

The Accounting Details section expands and the ChartFields for the line display.

Create Travel Authorization [ Save for Later | [& Summary and Submit
Colin Davidson (% Actions [..Choose an Action v]| co
*Business Purpuse\ounference hd Destination Location |[FLORIDA Q
*Description Trip to Florida Conference *Date From 12/17/2018 |[i]  *Date To|12/212018 [ij

& Attachments (1)
Projected Expenses (2

Expand All | Collapse All Add: g? Quick-Fill
Additional accounting lines can be insert
*Date *Expense Type *Description " . i X
1272018 |y [OUT CONFITRAIN REGIST v e Fee [N by Selectlng the icon. A line can be
*Billing T e . .
"OriginatingLo?:a::n MONTPELIER T aQ deleted by SeIeCtIng the E |C0n.

*Location FLORIDA

2

Accounting Details | 7

Chartfields | =9 w
Amount *GL Unit Fund Dept Program Class Project
250.00] Ds100 Q 20105 G, |8100002000 Q 59290 Q20017 Q| ZMVT  000- Q
Expand All | Collapse All Totals (1 Line) 350.00 USD

If the travel authorization has not been submitted for approval yet, the ChartFields are available to edit
as needed. Please remember to Save for Later after making any changes if you are not ready to Submit
for Approval.
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NOTE: The GL Unit should never be changed. The Account defaults from the expense type and does
not display.
At a minimum you must include a Fund and Dept value for each expense line.

Modify Travel Authorization

Colin Davidson | ¥

[ Save for Later |2 Summary and Submit

Actions [..Choose an Action ]| Go

*Business Purpuse\Ccrfsren-:s e Destination Location T -2RIDA

Q Authorization ID 0000005201 Pending

*Description Trip to Florida Conference *Date From [12/17/2018 |  *Date To 12132015 |[v

& Attachments
Projected Expenses (%

Expand All | Ceollapse All Add. ;? Cruick-Fill Totals (1 Line) 100.00 usD
*Date *Expense Type
1272018 ([ | OUT LODGING

Description

*Payment Type *Amount Curmrency

v | LT Employse ~ A 100.00 =

usD ==

*Billing Type| Mon-Taxabl v
*0riginating Location MONTPELIER VT
*Location |Out of Country Q

*Merchant O preferred ®) Non-Preferred
Hitton
Accounting Details
Chartfields | [F=0

Amount *GL Unit Fund Dept Program Class Project

100.00] 08100 l Q ‘:'\I 59250 Q, (20017 Q [ZMVT  000- Q +)ji=)

Expand All | Collapse All

Totals (1 Line) 100.00 USD

You will receive combo edit errors if you try to save or submit a travel authorization and the Fund or
Dept fields are blank.

If the Department is blank you will receive the following error message when you save or submit.

Message

Department selected on line 1, distribution 1 is not a valid department for the GL business unit. (10502,230)

The department selected does not exist or is inactive for the GL business unit.

L

Click the OK button.
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The Create Travel Authorization - Details page displays with the line and fields in error highlighted.

Create Travel Authorization

Save for Later | @ Summary and Submit
Colin Davidson (7 Actions [_Choose an Action v | Go
*Business Purpose |Confersnce v Destination Location|TLORIDA Q
*Description Trip to Florida Conference *Date From [12/17/2018 |§] *Date To|12/192018 |
& Attachments
Projected Expenses (¢
Expand All | Collapse All Add: ﬁ; Quick-Fill Totals (1 Line) 100.00 usD
*Date *Expense Type Description *Payment Type *Amount Currency
12/17/2018 |l [OUT LODGING vl [Z [Employee > A 10000 ysp =
*Originating Location MONTPELIER

*Location |Out of Country

The GL Unit field will highlight in Red if the
“Merchant O Preferred @ Non Preferred Fund is missing. The Dept field will highlight

Accounting Detaie @ Red if the Dept is missing. The icon displays

Chartfields | =8

on the line in error.
Amount *GL Unit Fund a
100.0f | [EETEERN . o, [ -] 55290 Q |z0017 Q [ZMVT  000- Q
Expand All | Collapse All Toftals (1 Line) 100.00 usD

Click the Missing or Invalid Information ¥ icon.
The Authorization Line Errors page displays the errors on the line.

Authorization Line Errors

Help
P

Pleasze enter or update the following information:

Accounting Detail — Department iz not valid for the GL business unit on distribution line 1.

Combe emor for fields ACCOUNT/ DEPTIDf FUND_CODE in group AC_FD_DEP.
Return

NOTE: Both messages display if the Department is missing. The Combo error message displays if the
Fund is missing. The travel authorization can be saved for later if the Fund is missing but it cannot be

submitted for approval until all errors are resolved. The travel authorization will not save if the
Department is missing.
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Situations when this function is used: Per Bulletin 3.4, an employee must create a travel authorization
and receive approval for overnight travel from their Department Head or designee prior to the trip.
After all the projected expense lines, attachments and notes have been added and the accounting

information is verified the travel authorization is ready to be submitted for approval.

Home Page Tile Navigation: TE tile > Travel Authorization > Create/Modify Travel Auth

Navigator Menu Navigation: Navigator > Employee Self-Service > Travel and Expenses > Travel

Authorizations > Create/Modify

Create Travel Authorization [ Save for _a'.erl [2 Summary and Submit
1
Colin Davidson Actions [..Choose an Action v|| eo
*Business Purpose | Conference ~ Destination Location |FLORIDA Q
*Description Trip to Florida Conference *Date From 12/17/2018 |i)  *Date To12/21/2013 [
& attachments (1)
Projected Expenses
Expand All | Collapse All Add: ;? Quick-Fill Totals (1 Line) 350.00
*Date *Expense Type *Description *Payment Type *Amount Currency
1211712018 _|[ [OUT CONF/TRAIN REGIST V]  *[Conference Registration Fee: [ [Employes 4 350,00 ¥ =
*Billing Type|Non-Taxabl w
*Originating Location |MONTPELIER T Q
*Location FLORIDA Q
Accounting Details
Chartfields | [0
Amount *GL Unit Fund Dept Frogram Class Project
350.00] 05100 Q [20108 Q, (3100002000 Q 59280 Q (20017 Q [ZMVT 000 Q X |=
Expand All | Collapse All Totals (1 Line) 350.00

Click the Summary and Submit link.

The Create Travel Authorization - Submit page displays.

NOTE: The Modify Travel Authorization - Submit page displays if you previously clicked the Save for

Later link.

Create Travel Authorization

Colin Davidson

*Business Purpose | Conference

*Description |Trip to Florida Conference

Destination Location FLORIDA aQ

*Date From 12/17/2018 | *Date To 12212018 |

[ Save for Later | [§] Travel Authorization Details

Actions [ _Choose an Action ~| | o

Totals & View Printabls \Version L7 Notes

Projected Expenses (1 Line) 350.00 USD Denied Expenses 000 USD

Total Authorized Amount ~ 350.00 USD

E By checking this box, | certify these costs are reasonable estimates and comply with expense policy.

& attachments (1)

Review the certification message and select the Certification checkbox.
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Create Travel Authorization [ Save for Later | &) Travel Authorization Details

Colin Davidson Actions [__Choose an Action || &o

*Business Purpose Conference ~ Destination Location FLORIDA Q
*Description |Trip to Florida Conference *Date From [12/17/2018 | *Date To [12/21/2018 |
Totals (2 & View Printable \ersion 0 Notes & Attachments (1)
Projected Expenses (1 Ling) 350.00 USD Denied Expenses 0.00 UsD

Total Authorized Amount  350.00 USD

Eﬁ By checking this box, | certify these costs are reasonable estimates and comply with expense policy.
1

Submit Travel Authorization

Click the Submit Travel Authorization button.

The Travel Authorization - Submit Confirmation page displays.

Travel Auth Submit Confirm

Create Travel Authonzation

Submit Confirmation

Colin Davidson

Totals

Total Authorized Amount 350.00 USD

L0k || cancel

Click the OK button.

Page 143 of 195



»~~ VERMONT

Expense Training Guide - Employee/Delegate

The View Travel Authorization page displays with the message 'Your travel authorization (TA ID) has
been submitted for approval.' The status is updated to 'Submission in Process'. The Authorization ID is
assigned (if the travel authorization was not previously saved).

Travel Authorization

Lo Do

Your travel authorization 0000005197 has been submitted for approval. I

Business Purpose Conference

Description Trip fo Florida Conference

Totals (% & View Printable Version

Projected Expenses (1 Line) 350.00 USD

I Refresh Approval Status I

| Retum to Search [=1 Notify

vl By checking this box, | certify these costs are reasonable estimates and comply with expense policy.

Actions ...Choose an Action v]| 6o
Destination Location FLORIDA I Authorization ID 0000005157  Submission in Process I
Date From 12/17/2018 Date To 12/21/2018
D Notes & nttachments (1)
Denied Expenses 000 usD

Total Authorized Amount  350.00 USD

Click the Refresh Approval Status button.

The travel authorization has been routed to your supervisor for approval. The Withdraw Travel
Authorization button displays and is enabled. The Approval History section displays the approval path
for the travel authorization, who submitted the transaction, who it is routed to, the action performed
and the date/time when the action occurred. The status is updated to' Submitted for Approval'.

Travel Authorization

Colin Davidson
Business Purpose Conference

Description Trip to Florida Conference

Totals (% & View Printable Version

Projected Expenses (1 Line) 350.00 USD

L By checking this box, | certify th,

Actions [___Choose an Action v|| 6o
Destination Location FLORIDA Authorization ID 000000519 Submitted for Approval
Date From 12/17/2018 Date To 12/21/2018 Created 12/05/2018  Colin Davidson

Last Updated 12052018 Colin Davidson

Select the Withdraw Travel Authorization button
penicd Bxpenses 0 if you need to make changes to a submitted
CI vyweewl  travel authorization. The transaction is removed

from the approver’s worklist and can be

avel Adhorzator Vit Trave Authorzatin bmi ] modified. The status is updated to pending.

Approval History

B 2
Sah;niled EX Mncﬁ Supervisor

Colin Davidson Ava Grace
Action Role Name Date/Time
Submitted Employee Colin Davidson 12/05/2018 12:21:28PM
(&} Retum to Search [] Notify
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Situations when this function is used: All employees have default accounting set up that will
automatically pull into expense transactions. Use this functionality if you have split funding, or your
accounting information is going to be different than your default accounting.

Home Page Tile Navigation: TE tile > Travel Authorization > Create/Modify Travel Auth

Navigator Menu Navigation: Navigator > Employee Self-Service > Travel and Expenses > Travel

Authorizations > Create/Modify

NOTE: It is recommended that you change the default accounting prior to adding expense lines.
Changes to the default accounting will automatically default onto existing lines as long as the
ChartField information was not manually updated in the Accounting Details section. Any manual

updates are retained.

Create Travel Authorization

[ Save for Later B Summary and Submit

|

Colin Davidson IActione [Default Accounting v! GO

*Business Purpose [Conference v Destination Location FLORIDA Q
*Description |Trip to Flonda Conference *Date From [12/17/2018 |  *Date To 1212018 |
&+ Aftachments
Projected Expenses
Expand All | Collapse All Add g? Quick-Fill Totals (0 Lines) 0.00 usD
*Date *Expense Type Description *Payment Type =Amount currency
g | v = v A 000 ysp =
Expand All | Collapse All Totals (0 Lines) 0.00 UsSD

Select Default Accounting from the Actions drop-down box.

Create Travel Authorization

[ Save for Later E Summary

Colin Davidson Actions ||:'ErEL|' Accounting w GO
*Business Purpose [Conference v Destination Location |FLORIDA Q
*Description |Trip to Florida Conference 12 *Date To 121192018 |
#  Attachments
Projected Expenses
Expand All | Collapse All Add: g? Quick-Fill Toftals (0 Lines) 0.00 usD
*Date *Expense Type Description *Payment Type *Amount Currency
s M | & v A 000 ysp =

Expand All | Collapse All Totals (0 Lines) 0.00 usD

Click the GO button.
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The Create Travel Authorization - Accounting Defaults page displays the default ChartField values
from the employee’s profile. Depending on your business need, the default accounting may not
necessarily apply to every situation. The accounting defaults, for every line on the travel authorization
being created, can be changed here.

Create Travel Authorization
Accounting Defaults
Authorization ID MEXT
Accounting Summary Set Personalizations | Find | (! | ke First ‘&' 1of1 ‘& Last
O =GL Unit Fund Dept Program Class Project
100.00/ (08100 |@, [20105 |Gy, (5100002000 |@y, (58290 Q 70017 |y EMVT oodoy =]
Add CharifField Line Load Defaults
0K

User Defaults

Make any necessary changes to the ChartFields. Please remember that any changes made here will
apply to each of your travel authorization expense lines.

NOTE: The GL unit should never be changed. The Account defaults from the expense type and cannot
be changed.

Some departments utilize split funding which can also be done here. To add a ChartField line, click the
Add ChartField Line button.

Create Travel Authorization
Accounting Defaults
Authonzation ID MEXT
Accounting Summary Set Personalizations | Find | (1 | |__-i|| First ‘&' 1-20of2 ‘&' Last
L *GL Unit Fund Dept Program Class Project
100.00o8100  |@) 20105 |@, [s100002000 |@ [S9290 Q, [Zo017 | E2wWT  00dQ =
0.00ffosio0 |@f 20105 |@y [8100002000 |Qy, (59290 Q, [zo017 |q 2wvT  00dQ) =
Add ChariField Line Load Defaulis
OK
User Defaults

Update the Percentage and ChartFields for each line.
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Create Travel Authorization

Accounting Defaults

Accounting Summary

% =GL Unit Fund
30.00| (08100 Qy [20105
50.00| |D3100 Cy [20105

Add ChariField Line

OK

User Defaults

Set Personalizations | Find | (E | l__-ﬁl First ‘&' 1-2of2 ‘&' Last
Dept Program Class Project
y 3100002000 |y (55280 Q (20017 |Q EMVT 000G, E
Cy |310000220 = |3} (59250 O, 20017 (O ZMWT D00, =]
Load Defaults

Authorization ID MEXT

Click the OK button to return to the Create Travel Authorization - Details page.

Create Travel Authorization

[ Save for Later | |2 Summary and Submit

Colin Davidson (7 Actions [__Choose an Action v|| &0
*Business Purpose [Conference ~ Destination Location FLORIDA aQ
*Description Trip to Florida Conference *Date From 12/17/2018 |i§  *Date To 12192018 |y
& attachments

Projected Expenses (7
Expand All | Collapse All Add: g? Cuick-Fill Totals {0 Lines) 0.00 usD

“Date *Expense Type Description *Payment Type *Amount Currency e

i | ~] = vl A 009 ysp L=

Expand All | Collapse All Totals (0 Lines) 0.00 usD

In the Projected Expenses section, enter the estimated Date of the expense.
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Create Travel Authorization

Colin Davidson (%

*Business Purpose Conference

~

*Description Trip to Florida Conference

Projected Expenses (¢

Expand All | Collapse All Add: | £ Quick-Fill

*Date *Expense Type

[ Save for Later | [& Summary and Submit

12172018 |H [IN VEHICLE RENTAL
INTERNET ACCESS
ITEMS FOR RESALE
Judicial only-Court Incentives
LEG NT 50+ MI

LEG NT PER DIEM MEAL
LEG NT PER DIEM ROOM
LEG TX LESS 50 MI

LEG TX PER DIEM MEAL
LEG TX PER DIEM ROOM
LICENSE - ATTORNEY
LICENSE - CDL
MEMBERSHIP DUES
MOVING EXPENSES
(OUT AIR TRANSP

‘OUT BREAKFAST

‘OUT COMMUTER MILE
'OUT CONF/TRAIN REGIST
'OUT DINNER

‘OUT INGIDENTALS

‘OUT LODGING

OUT LUNCH

Expand All | Collapse All

| OUT MILES - FULL

E
(OUT TRANSPORT OTHER
‘OUT VEHICLE RENTAL
PHONE SERVIGE - GELL
PHONE SVC MOM-CELL
PHOTOCORIES

Actions [Default Accaunting M)
ion Location |FLORIDA Q
*Date From [12/17/2018 |i)  *Date To 12192018 [
& Attachments

Totals (0 Lines) 000 USD

Description *Payment Type *Amount Currency

[ = v A 000 \op =
Totals (0 Lines) 000 USD

Click the Expense Type drop-down list and select the appropriate expense type from the list.

Create Travel Authorization =] ief | [2 Summary and Submit
Colin Davidson (7 Actions [._Choose an Action v|| co
*Business Purpose [Conference ~ Destination Location FLORIDA Q
*Description | Trip to Florida Conference *Date From 12/17/2018 |  *Date To 12192018 |
#  Attachments
Projected Expenses (7
Expand All | Collapse All Add: :} Cuick-Fill Totals (1 Line) 0.00 USD
*Date *Expense Type *Description *Payment Type *Amount Currency
121172018 |[ [OUT MILES - FULL I |7 [Employes vl A 000 ,5p =
“Biling Type[Non Taxat V]
*Originating Location Q
*Destination Location [FLORIDA Q
“Miles x 0340 @
DAccouming Details 7
Expand All | Collapse All Totals (1 Line) 0.00 usD
. . . . . . . .
Expand the Accounting Details section by clicking the Expand Accounting Lines " icon.
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The Accounting Details section expands and the ChartFields defined on the Accounting Defaults page
display for the line.

Create Travel Authorization

Save for Later =l Summary and Submit
Colin Davidson (%

*Business Purpose [Confersnce

Actions \Default Accounting
s Destination Location TLORIDA o,

*Date To|1211%2018 |

v]| so

*Description Trip to Florida Conference

*Date From 12/17/2018 |[
A pa
Projected Expenses (¢

Expand All | Collapse All Add ﬁ; Quick-Fill

Remember, you can update the ChartFields after

the expense line is added as long as the
*Date *Expense Type *Description . .
T2FA7IETE |5 [GUTMIES FULL 9 ChartField values were not updated in the
Biling Type [NonTaab ] Accounting Details section. Select the Default
*Originating Location Q . . .
Destination Location LRI N Accounting option from the Actions drop-down
“wites x s v and click the GO button to change the defaults.
Accounting Details 7
Chartfields | [0
Amount *GL Unit Fund Dept Program Class Project
08100 o, [20108 @, [6100002000 Q, 59290 Q, [Zo017 Q ZWT 000 Q ==
08100 @, [20105 @, [3100002200 Q, [55290 Q, 70017 Q [zvvT 000 Q ==
Expand All | Ceollapse All

Totals (1 Line) 0.00 USD
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Situations when this function is used: A travel authorization can be created by copying and modifying
an existing travel authorization.

Home Page Tile Navigation: TE tile > Travel Authorization > Create/Modify Travel Auth

Navigator Menu Navigation: Navigator > Employee Self-Service > Travel and Expenses > Travel
Authorizations > Create/Modify

The Travel Authorization page displays.

Travel Authorization

Find an Existing Value Add a New Value

Empl 1D (00003 QL

Add

Find an Existing Value | Add a New Value

Click Add
The Create Travel Authorization page displays.
Create Travel Authorization Save for Later | [& Summary and Submit
Colin Davidson (2 Quick Start | . Populate From |v| GO I
"Business Purpose - Destination Location Q
*Description *Date From 5 ‘DateTo e ...Populate From
A Template
&% Atachments
Projected Expenses (7
Expand All | Collapse All Add: | 7’ Quick-Fill Totals {0 Lines) 0.00 usD
*Date *Expense Type Description *Payment Type =Amount Currency
Gl - - A 000 gp =
Expand All | Collapse All Totals (0 Lines) 0.00 USD

Quick Start Menu - Select Populate From An Existing Authorization from the drop-down menu

Click GO
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A list of available Travel Authorizations to copy opens in a window:

From Date 09/06/2018

Copy From an Existing Travel Authorization

E

Travel Authorization Information

Description
Select Trip to Florida
Select Trip to Florida Conference
Select Trip to Florida Conference
Select Trip to Florida Conference
Return

To |01/06/2019 [

Authorization 1D Date From

0000005198 1211012018
0000005197 1211712018
0000005196 1211712018
0000005195 12/04/2018

Search

Date To

1211472018

12/21/2018

12/21/2018

12/05/2018

Amount

Help =

Currency

m

191.42 USD

350.00 USD

100.00 USD

100.00 USD

4|

I

Click Select next to the authorization you want to copy, use the scroll bars as need to see more options

You’re returned to the Create Travel Authorization page - the fields are populated from the existing

travel authorization.

Create Travel Authorization

Save for Later | @ Summary and Submit

Colin Davidson (7 Actions Choose an Action - GO
*Business Purpose Conference - Destination Location |[FLORIDA Q
*Description Trip to Florida Conference *Date From |12/17/2018 |[5] *Date To |12/21/2018 |5
% Attachments
Projected Expenses (7
Expand All | Collapse All Add: | f? Quick-Fill Totals (0 Lines) 350.00 USD
*Date “Expense Type *Description *Payment Type *Amount Currency
121712018 |  OUT CONFTRAIN REGIST + 7 Conference Registration Fee G Employee v A 35000 yep =
*Billing Type Mon-Taxabl -
*Originating Location MONTPELIER VT Q
*Location |[FLORIDA Q
Accounting Details (2
Expand All | Collapse All Totals (0 Lines) 350.00 USD

Make any edits such as dates, amounts, etc. and click the Save for Later or Summary and Submit link

Note: Travel dates must be in the future, the system will not allow past dates
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Modify a Travel Authorization
Situations when this function is used: A travel authorization can be modified if it has been saved for
later or sent back for revision.

Please refer to Bulletin 3.4 (http://aoa.vermont.gov/bulletins) and your department's policy regarding
Travel Authorizations.

Home Page Tile Navigation: TE tile > Travel Authorization > Create/Modify Travel Auth

Navigator Menu Navigation: Navigator > Employee Self-Service > Travel and Expenses > Travel
Authorizations > Create/Modify

< Home VT Travel and Expenses ® Q =@
I Expense Reporis |

1 Travel Authorization
Emd an Existing Value | Add o New Value

Create/Modify Travel Auth
£y 10 pooo3

View Travel Authorizat on
Print Travel Authorization

Cancel Travel Authonzation

Delete Travel Authorization

I Cash Advances

I PaymentExpense Information

I ReportsiProcesses

The Travel Authorization - Add a New Value page displays in the work area and the Empl ID
automatically defaults.

Travel Authorization

Eind an Existing Value || Add a New Value

Empl 100003 ® [

Click the Find an Existing Value tab.
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The Travel Authorization - Find an Existing Value page displays.

Travel Authorization

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a New Value

Search Criteria

Search by: | Authorization ID v |begins with

Limit the number of results to (up to 200). |300

| Search lt\dvanced Search

Click the Search button.

Clicking the Search button will list all travel authorizations in a pending status or if there is only one,
the Modify Travel Authorization - Details page will display.

Modify Travel Authorization [ Save for Later | [2 Summary and Submit

Colin Davidson (7 Actions [...Choose an Action || o
Sent Back For Revision By: Gracefva Please update the amount on line 1 I
*Business Purpose [Conference ~| Location NEW YORK
*Description Training Conference *Date From 1171472018 | *Date To| T} Comments entered by the approver
& Attachments (1) 2 Q .
brojected Expenses when a travel authorization is sent back
EBxpand All | Colspse Al Add: | 4 Quick-Fil dISplay at the top of the page.

“Date “Expensze Type Description
111142012 | [OUT BREAKFAST | first day of

“Payment Type
J=  [Employee Vv #F 800 gp ] [=

*Billing Type|Non-Taxabl v
*Originating Location MONTFELIER VT Q
*Location NEW YORK Q

@
Accounting Details | 7

Changing the expense type on an existing
R (A . e line will delete any information previously
B = N entered. You will need to enter the required
ot HERERE h information for the new expense type.

Accounting Details 7

111142018 | [OUT LODGING Vo | [Employee A 000 gp =

*Billing Type

*Originating Location a,
*Location [NEW YORK Q
Merchant O Preferred @® Non-Preferred
ing Details =

Changes can be made to the travel authorization like you would if you were entering an authorization.

The travel authorization information is editable. See Entering Travel Authorizations for additional
instructions.

Click the Comments link.
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The View Approver Comments page displays the approver’s name, the date/time the transaction was
sent back and the entire approver’s comment.

View Approver Comments
Help
Approver's Comments
Name Gracs.Ava
Action Sent Back For Revision
Date/Time 11052018 4:23:26FM

Comment Pleass update the amount on line 1.

Review the comment to see what changes need to be made to the travel authorization.

Click the Return button to return to Modify Travel Authorization - Details page.
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View Travel Authorization

Situations when this function is used: Travel Authorizations are available to view in the system and it
may not be necessary to print.

Home Page Tile Navigation: TE tile > Travel Authorization > View Travel Authorization

Navigator Menu Navigation: Navigator > Employee Self-Service > Travel and Expenses > Travel
Authorizations > View

VT Travel and Expenses

I Expense Reports
1 Travel Authorization
Create/Modify Travel Auth
View Travel Authorization
Print Travel Authorization

Cancel Travel Authonzation

Delete Travel Authonzation
Il Cash Advances

I Payment/Expense Information

I Reports/Pracesses

The View Travel Authorization search page displays in the work area and the Empl ID automatically
defaults.

Travel Authorization

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Search Criteria

Search by: [EmplID w |begins with [p0003 X

Limit the number of results to (up to 300): 300

Search IAdvanu:ed Search

NOTE: The system will return a maximum of 300 rows. If you have more than that amount, narrow
the search results by selecting the Advanced Search link and adding additional criteria. If you know
the Travel Authorization ID that you want to view you can update the Search By option to
Authorization ID and then enter the number into the Travel Authorization ID field.

To view all Travel Authorizations, click the Search button.

Page 155 of 195



»~~ VERMONT

A list of travel authorizations displays in the search results.

Expense Training Guide - Employee/Delegate

Travel Authorization
Enter any information you have and click Search. Leave fields blank for a list of all values.
Find an Existing Value
Search Criteria

Search by: [EmplID “ |begins with [pD003 x

Limit the number of results to (up to 300} | 300

Search Advanced Search

Search Resulis

View All First ‘&' 47of7 ‘B Last

Empl 1D Authorization 1D Description Name Statuz  Creation Date

00003 0000004756  Trip To Florida Conference Davidson,Colin Pending  11/07/2018
in 1o Florida Conferencs Davidegn Colin hmitied

Training Conference Davidson, Colin Approved

Davidson, Colin Submitied
Davidson,Colin Submitted 11/05/2013

00003 0000004752
00003 0000004751
00003 0000004750

Training in Florida
Training Conference
Training Out of Country

Davidson,Colin Pending  11/05/2018
Davidson,Colin In Process 11/05/2013

Select the Empl ID link for the travel authorization you would like to view.

The View Travel Authorization - Summary page displays.

Travel Authorization

Colin Davidson
Business Purpose Conference Destination Location NEW YORK

Description Training Conferance Date From 11/07/2018 Date To 11/08/2013

0.00 USD

Totals 7 & View Printable Version

Projected Expenses (& Lines) 5B6.00 USD Denied Expenses

Total Authorized Amount  586.00 USD

& By checking this box. | certify these costs are reasonable estimates and comply with expense policy.

Submit Traw Submitted On 1110872013

Approval History

Submitted By Caolin David™eg

Ava Grace

:—:} df?
Sumised
Calin Danidsan
Action Roilg Namg
Submitted Employes Colin Davidson
Approved EX Module Supervisor Az Gracs
Gf Retum i Search | [t=] Previous in List | [s5] Mextin List || =] Notify

Actions [._Choose an Action

Authorization D 0000004754  Approved
Created 11/06/2012  Colin Dajegn

Last Updated 11/08/2012  Ava Grace

& pttachments (1)

The travel authorization
information displays including the
Total, Notes, Attachments and
Approval History. All fields will be

grayed out when viewing an
authorization. The status will be
located at the top of the page.

DateTime

1108/2018 10:40:58AM
1108/2018 3:07:4ZFM
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Click the Notes link.

The Travel Authorization Notes page displays any comments entered by the employee on the travel
authorization.

Travel Authorization Notes
Hel

Add Notes
Hotes Personalize | Find | - | B First ‘4 10f1 '® Last
Hotes Mams Roks Datarmims
TA for Approved Training Conference Colin Davidson Employes 11082018 10:38:238M =

oK IGa.nceI

Click the OK button to return to the View Travel Authorization - Summary page.

Travel Authorization

Colin Davidson Actions [._Choose an Action
Business Purpose Conference Destination Location NEW YORK Authorization ID 0000004754 Approved
Description Training Conference Date From 11/07/2018 Date To 11/08/2018 Created 11/08i2018  Colin Davidson

Last Updated 1106/2012  Ava Grace

Totals 2 & View Printable Version & Notes & Attachments (U]

Projected Expenses (8 Lines) 586.00 USD Denied Expenses 0.00 UsSD

Total Authorized Amount  586.00 USD

When one or more attachments are
included on the transaction, the

& By checking this box, | certify these costs are reasonable estimates and comply with expense policy.

Submit Trawel Authorization Submitted On  11/06/2012 Submitted By

Attachments link will include (#)
Approval History where # equals the number of
attachments. The (#) does not

2
e display if there are no attachments.
Achion Fole Hame DateiTime.
Submitted Employes Colin Davidson 11/08/2018 10:40:58AM
Approved EX Module Supenvisor Ava Grace 11/06/2018 3:07:42PM

{4 Return to Search || 2] Previous in List | |+«5] Mextin List || =] Motify

Click the Attachments (#) link.
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The Travel Auth Attachments page displays.

Travel Auth Attachments
Help|

Travel Authorization 1D 0000004754

Details Personalize | Find | Wiew All | F-"—.l @ First ‘4 1of1 '® Last
Flia Hama Description Ltaer Hame DataiTimea Stamp

est Altachment doce Conference Information Aftachment  CDAMIDSO Ciolin Davidsan 11062018 10:40:56AM

e U ]

Adding large sttachments can take some fime to upload, therefore, it is advisable to sawe the
tranzaction before adding large attachments.

[ o || Gancel |

The File Name is a link to the attachment.

Click the File Name link to view the attachment.

Attachment/receipt sample document used for training.

Close the attachment and click the OK button on the Travel Auth Attachments page.
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Travel Authorization

Colin Davidson

Business Purpose Conference Destination Location NEW YORK

Description Training Conference Date From 11/07/2018 Date To 11/08/2013

Totals 7 £S5 View Printable Version ' Motes
Projected Expenses (& Lines) 58600 USD Denied Expenses 0.00 USD
Total Authorized Amount  586.00 USD

& By checking this box. | certify these costs are reasonable estimates and comply with expense policy.

Submit Traw Submitted On  11/062018

Approval History

Sutmised
Calin Davidson
Action Roilg HNamg
Submitted Employes Colin Davidson
Approved EX Madule Supenisor Awa Gracs

G Retum to Search | [+5] Previous in List

45 NestinList | [ Notify

Submitted By Colin Davidson

EX Module Supervisar
A Grace

Actions|._Choose an Action v

Authorization ID 0000004754 Approved

Created 11/06/2012  Colin Davidson

Last Updated 11/08/2012  Ava Grace

& Attachments (1)

&

Dateime

11/08/2018 10-40-58AM

110812018 3:07:42FM

Click the Travel Authorization Details link.

The View Travel Authorization - Details page displays.

Travel Authorization

Colin Davidson |7

Business Purpose Conference Destination Location NEW YORK

Description  Training Conference Date From 11/07/2018 Date To 11/08/2018

# Mtachments (1)
Projected Expenses

Expand All | Collapse Al

“Date “Expenze Type *Descripfion

o[
111072018 OUT BREAKFAST L
Billing Type Mon-Taxable - Internal

Originating Location MONTFPELIER VT
Location NEW YORK

Dﬂmu nting Details | 7

*Payment Type

first day of conference =

11/08/2018 OUT BREAKFAST * [Breakfast second day of conference

Billing Type Mon-Taxable - Internal

Originating Location MONTFPELIER VT
Location NEW YORK

D‘\uﬂ:u nting Details | 7

Dinner first day of =

111072018 OUT DINNER
Billing Type Mon-Taxable - Internal

Originating Location MONTPELIER VT
Location NEW YORK

D‘\uﬂ:u nting Details | 7

[ Summary

Actions [Choos= an Action v| [ Go

Authorization 1D 0000004TS4  Approved

Totals (& Lines) 58500 USD
*“Amount Cumrency
825 UsD

The travel authorization
line information displays.

1850 UsD
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Click the Expand Accounting Line " icon to review the accounting information for the line.

The Accounting Details section expands and displays the ChartField information.

Travel Authorization

[E Summary
Colin Davidson (7 Actions |..Choose an Action Y| GO
Business Purpose Conference Destination Location NEW YORK Authorization I 0000004754 Approved
Description Training Conference Date From 11/07/2018 Date To 11/08/2018
& Attachments (1)
Projected Expenses |7
Expand All | Collapse All Totals (8 Lines) 586.00 USD
“Date “Expense Typs *Diescription *Payment Type “Amount Currency
* =
110712018 OUT BREAKFAST Breakfast first day of conference = 625  USD
Billing Type Non-Ta@ble - Intemal
Originating Location MONTPELIER VT
Location NEW YORK
Accounting Details | 7
Chartfields | [F=w
amount GL Unit Account Fund Dept Program Clags Projact AMiata
82502100 518520 20105 2100002000 59290 Zoo17 ZWVT  000-
* =
117082018 OUT BREAKFAST Breakfast second day of conference r— 625 USD
Billing Type Non-Ta@ble - Intemal
Originating Location MONTPELIER VT
Location NEW YORK
Accounting Details | 7
Chartfields | [F=8
amount GL Unit Account Fund Dept Program Clags Projact AMiata
82502100 518520 20105 2100002000 59290 Zoo17 ZWVT  000-
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Print a Travel Authorization

Situations when this function is used: Travel authorization might need to be printed.
Home Page Tile Navigation: TE tile > Travel Authorization > Print Travel Authorization

Navigator Menu Navigation: Navigator > Employee Self-Service > Travel and Expenses > Travel
Authorizations > Print

< Home VT Travel and Expenses

I Expense Reports

1 Travel Authorization

Create/Modify Travel Auth

View Travel Authorization

Print Travel Authorization

Cancel Travel Authorization

Delete Travel Authorization
J Cash Advances
| Payment/Expense Information

I Reports/Processes

The Print Travel Authorization search page displays in the work area and the Empl ID automatically
defaults.

Travel Authorization

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Search Criteria

Search by: [Empl ID | begins with 20003 X

Limit the number of results to (up to 300). 300

Search quvanced Searchl

NOTE: The system will return a maximum of 300 rows. If you have more than that amount, narrow
the search results by selecting the Advanced Search link and adding additional criteria. If you know
the Travel Authorization ID that you want to view you can update the Search By option to
Authorization ID and then enter the number into the Travel Authorization ID field.

To view all Travel Authorizations, click the Search button.
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A list of travel authorizations displays in the search results.

Travel Authorization

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Search Criteria

Search by: [Empl ID “ |begins with [p0003 X

Limit the number of results to (up to 300): 300

Search | Advanced Search

Search Resulis

View All First ‘&' 17ar7 ‘2 Last
Empl ID Authorization ID Description Name Status  Creation Date
00003 0000004756  Trip To Florida Conference Davidson,Colin Pending  11/07/2018
00003 0000004755  Trip To Florida Conference Davidson, Colin Submitted 11/07/2018
00003 0000004754  Training Conference Davidson, Colin Approved 11/06/2018

0000004752  Training in Florida Davidson, Colin Submitted 11/05/2013
00003 0000004751  Training Conference Davidson,Colin Pending  11/05/2018
00003 0000004750  Training Cut of Country Davidson, Colin In Process 11/05/2018

Select the Empl ID link for the travel authorization you want to print.

A printable version of the travel authorization will display.

File Edit View Favorites Tools Help

VT Travel and Expenses

New Window | Help | Personalize Page | E1
1 Expense Reporis v e

o print this report, please use your browser's prnt feature

7~ VERMO!
Travel Autnorization

| Travel Authorization ~

) Report Date 11202018
Create/Modify Travel Auth

Colin Davidson Report Time 12:51.08PM
View Travel Authorization Authorization 1D 0000004752 Employee 1D 00003
Description Training in Fiarida Status Closed
Print Travel Authorization Business Purposa Training
Date From 11112201 To 11152018
Gancel Travel Authorization Comment
Delete Travel Authorization
Date  ExpenseType  Mlerchant Amount Location
B Gash Advances 111212018 OUT LODGING  Hillon 60000USD  FLORIDA
111212018 QUT AIR TRANSP St 40000USD  FLORIDA
) I T Total Travel Authorization Amt 100000 USD
Hon Reimbursable Expenses 0.00 usD
] Repors/Processes v Total Travel Authorization 1,000.00 USD

I certdy that the information providad sbove is 3n acourate astimate of ravelrelated costs
that are to b incurred by me.

Colin Davidson 111052018
Employes Signature Date
This authorization o travel is hereby spproved

Ava Grace 111071201
Approved By Date

Follow the instructions you currently use to print from your browser.
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Delete a Travel Authorization

Situations when this function is used: Travel authorizations might need to be deleted when it is a
duplicate or is no longer needed. Travel authorizations can only be deleted when they are in a pending
status.

NOTE: If the authorization is valid but cannot be approved in time for month end closing, it can be
sent back to the employee, and then the employee can resubmit the transaction. The accounting
date and budget date will update to the current date.

Home Page Tile Navigation: TE tile > Travel Authorization > Delete Travel Authorization

Navigator Menu Navigation: Navigator > Employee Self-Service > Travel and Expenses > Travel
Authorizations > Delete

< Home VT Travel and Expenses A Q=@

New Window | Help |
1 Expense Reports ~ L
Delete Travel Authorization

I Travel Authorization - Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Create/Modify Travel Auth
Search Criteria

View Travel Authorization Empl D booas <l
Name

I case sensitive

Limit the number of results to (up to 300): (300

Print Travel Autherization

Cancel Travel Authorization

Search Clear | Basic Search [ Save Search Ciiteria
Delete Travel Authorization I|
] Cash Advances ~
] Payment/Expense Information v
T ReportsiProcesses v

The Delete Travel Authorization search page displays in the work area and the Empl ID automatically
defaults.

Delete Travel Authorization

Enter any information you have and click Search. Leave fields blank for a list of all values

Find an Existing Value

Search Criteria

Empl ID 00003 Q
Mame | begins with »

[ case Sensitive

Limit the number of results to (up to 300): |300

Search Clear Basic Search Y Save Search Criteria

Click the Search button, it can take a few moments to load the page.
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The Travel and Expense - Delete a Travel Authorization page displays. Any travel authorization with a
‘Pending’ status will display and is eligible to be deleted.

Travel and Expense
Delete a Travel Authorization
Colin Davidson

Travel Authorizations
Select Description Authorization |D Date From  Date To Amount Currency
i:]' Trip Te Florida Conference 0000004758 117208 11272018 100.00 USD
|:| Training Conference 0000004751 11142018 11162018 58750 USD

Delete Selected Authorization(s)

If the authorization you are looking for isn't showing up, double check the status to confirm that it is
pending.

Select the travel authorization you want to delete, by clicking the Select checkbox. You can delete
multiple travel authorizations by selecting multiple checkboxes.

Travel and Expense
Delete a Travel Authorization

Colin Davidson

Travel Authorizations

Select Description Authorization ID Date From  Date To Amount Currency
EI Trip To Florida Conference 0000004753 1MF2018 112720138 100.00 USD
| Training Conference 0000004731 11142018 111652018 587.50USD

Delete Selected Authorization(s)

Click the Delete Selected Authorization(s) button.

A Delete Confirmation page displays informing you that the selected authorization has been deleted.

Travel and Expense

Delete Confirmation
Colin Davidson

“ The selected transaction(s) have been deleted.

Click the OK button.

Page 164 of 195



»~~ VERMONT

Expense Training Guide - Employee/Delegate

The Travel and Expense - Delete a Travel Authorization page displays.

Travel and Expense
Delete a Travel Authorization
Colin Davidson

Travel Authorizations

Select

Description

Training Conference

Authorization D Date From  Date To Amount Currency

0000004751 114208 11162018 287.50USD

Delete Selected Authorization(s)

The deleted travel authorization

no longer displays and will not be available to view, modify, or print.
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Cancel a Travel Authorization

Situations when this function is used: Travel Authorizations can only be cancelled when they are in an
approved status. Travel Authorizations will need to be cancelled if the trip has been cancelled or the
Authorization is no longer needed.

Home Page Tile Navigation: TE tile > Travel Authorization > Cancel Travel Authorization

Navigator Menu Navigation: Navigator > Employee Self-Service > Travel and Expenses > Travel
Authorizations > Cancel

< Home VT Travel and Expenses

Wew Window | Halp |

I Expense Reports

Soarch. Leave fields blank for a s of all values

1 Travel Authorization ~

Create/Modify Travel Auth

View Travel Authorization

Print Travel Authorization

Cancel Travel Authorization
Delete Travel Authorization

I Cash Advances

Il Payment/Expense Information

I ReportsiProcesses

The Cancel Travel Authorization search page displays in the work area and the Empl ID automatically
defaults

Cancel Travel Authorization

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Search Criteria

Empl 1D | begins with | 00003
Mame |begins with

[Jcase sensitive
Limit the number of results to (up to 300). 300

=
Search Clear Basic Search |2 Save Search Criteria

No matching values were found.

Click the Search button.
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The Travel and Expense - Cancel Approved Travel Authorization page displays. All the approved travel
authorizations that are not completed will be listed.

Travel and Expense

Cancel Approved Travel Authorization
Colin Davidson

Travel Authorization Information
Select Description Authorization 1D Date From Date To Amount Currency
LE Trip To Florida Conference 0000004755 T1MTR20M8 1172772018 100.00 USD
| Training Out of Country 0000004750 11122018 111672018 1,300.00 UsSD
Cancel Selected Travel Authorization(s)

If the authorization you are looking for isn't showing up, double check the status to confirm that it is
approved.

Select the travel authorization you want to cancel, by clicking the Select checkbox.

Travel and Expense

Cancel Approved Travel Authorization
Colin Davidson

Travel Authorization Information

Select Description Authorization |0 Date From  Date To Amount Currency

Iﬁ Trip To Florida Conference 0000004735 TATR0ME 1172772018 100.00 USD

1 Training Out of Country 0000004730 1122018 11162018 1.300.00 USD

Cancel Selected Travel Authorization(s)

Click the Cancel Selected Authorization(s) button.

A Cancel Approved Travel Authorization page displays informing you that the selected travel
authorization has been cancelled.

Travel and Expense

Cancel Approved Travel Authorization
Colin Davidson

v

OK

The selected transaction(s} have been cancelled.

Click the OK button.
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The Travel and Expense - Cancel Approved Travel Authorization page displays.

Travel and Expense

Cancel Approved Travel Authorization
Colin Davidson

Travel Authorization Information

Select Description Authorization 1D Date From  Date To Amount Currency

T Training Out of Country 0000004750 11228 1116/2018 1,300.00 UsD

Cancel Selected Travel Authorization(s)

The cancelled travel authorization no longer displays and should now be in a ‘Closed’ status.
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CASH ADVANCES
CREATE Cash Advance (approved TA in VISION required)

The Basics:

Please refer to Bulletin 3.4 (http://aoa.vermont.gov/bulletins) and your department's policy regarding
Cash Advances.

1. Economy, prudence, and necessity are of primary concern when planning and paying for travel
and expenses.

2. Preferred payment methods- Whenever possible, Purchasing Cards (P-Cards) and direct
supplier payments should be used to minimize employee reimbursements.

3. Clear cache- To minimize errors, delete temporary files and cookies by pressing
Ctrl+Shift+Delete. This shortcut works in Internet Explorer, Firefox, and Chrome.

4. Save for Later- Save often while working in the expense module, click the "Save for Later" link
to prevent the "data inconsistent with database" error that will not allow you to save or submit.

5. Minimum advance amount $200- The amount of the advance must not exceed the Travel
Authorization and must be over $200.

6. Taxable over 120 days- Any advance in excess of actual expenses that is not re-paid within 120
days after the expenses were paid or incurred will be treated as taxable income to the
employee and department in accordance with IRS Accountable Plan rules.

7. Advances may be issued no sooner than 30 days prior to trip start date.

8. An Approved Travel Authorization in VISION is required to submit a Cash Advance.
9. The Cash Advance must include an overnight stay.

10. Cash advances will be deposited into your direct deposit (balance or 999) account.

11. An Expense Report will need to be completed after the travel occurs starting with the Travel
Authorization and applying the cash advance.

Situations when this function is used: A travel authorization, which includes an overnight stay, must
be approved prior to creating a cash advance.

Home Page Tile Navigation: TE tile > Cash Advances > Create/Modify Cash Advance

Navigator Menu Navigation: Navigator > Employee Self-Service > Travel and Expenses > Cash
Advances > Create/Modify
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< Home VT Travel and Expenses A Q E®

=
New Window | Help | I

Expense Reports v
I B G Cash Advance

I Travel Authorization ~ — - :
Find an Existing Value || Add a New Value

] Cash Advances ~
Empl 10 0003 x|a,

I Add

iy

View Cash Advance

Print Cash Advance Find an Existing Value | Add a New Value

Delete Cash Advance
] Payment/Expense Information ~

] Reports/Processes ~

The Cash Advance - Add a New Value page displays in the work area and the Empl ID automatically
defaults.

Cash Advance

Find an Existing Value Add a New Value

Empl ID|poD03 x|Q

Add

Find an Existing \Value | Add a Mew Value

Click the Add button.
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Create Cash Advance

Colin Davidson

*Business Purpose w

Trawvel Auth #

Date From Date To

w0
¥&  User Defaults

O MNotes

Cash Advance (7 €5 view Printable Version

*Source Description *Amount Currency

| v] 0.00/USD

Totals

Advance Amount 0.0D UsD

O By checking thiz box, | certify the advances submitted are accurate and comply with expense policy.

must be applied to my expense report submitted upon my return.

Submit Cash Advance

By zigning and submitting this form | agree that the funds advanced to me will be uzed for the purposes stated in this form.
| understand that this note is due and payable on or before the tenth business day following my return from this frip and that this amount

If my expense report is not sufficient to cover the full amount of the advance, | agree to pay the difference. The department will zeek
payment of any delinguent loan from me and will not grant any more advances until the delinguent loan is repaid.

c/ﬁ. Attachments

Apply Tax

Click the drop-down arrow to choose the Business Purpose.

Create Cash Advance

Colin Davidson

*Business Purpose Travel Auth #
Alternate Work Location
Date From|4udit -Inspections - Licensing

e
P T8 User Defaults

Construction, Repair, Maint

Save for Later

Cash Advance (7 =R

*Source

<

Totals
Adva

Economic Development
Emergency Response
General Expenses
Hazardous Material Cleanup
Judicial Assignment

Legal - Law Enforcement
Legislator

Meeting

School Visit

Training

O Motes

tAmount Currency

0.00/USD

c/:- Attachments

Apply Tax

O By checking thiz box, | certify the advances submitted are accurate and comply with expensze policy.

must be applied to my expense report submitted upon my return.

payment of any delinguent loan from me and will not grant any more advances until the delinguent loan is repaid.

Submit Cash Advance

By =igning and submitting this form | agree that the funds advanced to me will be used for the purposes stated in this form.
I understand that this note is due and payable on or before the tenth business day following my return from this frip and that this amount

If my expense report is not sufficient to cover the full amount of the advance, | agree to pay the difference. The depariment will zeek

Select the option that most closely identifies the purpose of the trip.
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Create Cash Advance [ Save for Later

Colin Davidson

| *Business Purpose [Conference /| I Travel Auth # Q

Date From Date To F® User Dotaults
Cash Advance (7 & view Printable Version (2 Motes A% Attachments
*Source Description *Amount Currency Apply Tax
| v 0.00|USD [#] [=]
Totals
Advance Amount D.0D UsSD

O By checking this box, | certify the advances submitted are accurate and comply with expense policy.
By =igning and submitting this form | agree that the funds advanced to me will be used for the purposes stated in this form.
| understand that this note is due and payable on or before the tenth business day following my return from this trip and that this amount

must be applied to my expense report submitted upon my return.
If my expense report is not sufficient to cover the full amount of the advance, | agree to pay the difference. The department will seek

payment of any delinquent loan from me and will not grant any more advances until the delinquent loan iz repaid.

Submit Cash Advance

You can enter a Travel Auth # that coincides with your travel if you know the number, or you can
search for available Travel Authorizations #s.

Click the Look up Travel Auth # @ icon.

The Look Up Travel Auth # page displays a list of approved travel authorizations for the employee.

Look Up Travel Auth #
Help

Search by: |Travel Authorization ID -~ | begings with |

Look Up Cancel | Advanced Lookup
Search Results
View 100 First ‘&' 1202 ‘% Last
Travel Authorization I Travel Auth Description
|oooooos197 Trip to Florida Conference]
0000005199 Trip to Albany NY

Select Travel Authorization ID link.
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The Create Cash Advance page displays the Travel Authorization ID and dates of travel are populated
from the Travel Authorization.

Create Cash Advance [J) Save for Later

Colin Davidson

*Business Purpose | Conference v| | Travel Auth # 0000005157 Q I
I Date From 12/17/2018 Date To 12/21/2018 I 5 User Defaults
Cash Advance (7 & view Printable Version 02 Notes A, Attachments
*Source Description *Amount Currency Apply Tax
0.00/usD [+] [=]

Cash Advance - AP
ofals
Advance Amount 0.00 UsD

O By checking this box, | certify the advances submitted are accurate and comply with expense policy.
By =igning and submitting this form | agree that the funds advanced to me will be used for the purposes stated in this form.
I understand that this note is due and payable on or before the tenth business day following my return from this frip and that this amount

must be applied to my expense report submitted upon my return.
If my expense report is not sufficient to cover the full amount of the advance, | agree to pay the difference. The depariment will seek

payment of any delinguent loan from me and will not grant any more advances until the delinguent loan is repaid.

Submit Cash Advance

NOTE: Cash Advances cannot be requested more than 30 days before the trip!

Select the Cash Advance - AP from the Source drop-down list.

Create Cash Advance Save for Later

Colin Davidson

*Business Purpose | Conference v Travel Auth #(0000005197 a
Date From 12/17/2D16 Date To 12/21/2018 B User Detaults
Cash Advance (7 & view Printable Version 2 Notes &, Attachments
Source Description *Amount Currency Apply Tax
[Cash Advance - AP | ||Upcoming Conference in Florida 0.00|UsSD [#] [=]
Totals
Advance Amount 0.00 UsD

O By checking thizs box, | certify the advances submitted are accurate and comply with expense policy.
By signing and submitting this form | agree that the funds advanced to me will be used for the purposes stated in this form.

I understand that thiz note is due and payable on or before the tenth business day following my return from this frip and that this amount

must be applied to my expense report submitted upon my return.
If my expense report is not sufficient to cover the full amount of the advance, | agree to pay the difference. The department will seek

payment of any delinquent loan from me and will not grant any more advances unfil the delinquent loan is repaid.

Submit Cash Advance

Type a brief meaningful explanation in the Description field.
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Create Cash Advance Save for Later
Colin Davidson
*Business Purpose | Conference bl Travel Auth # 0000005197 Q
- - o
Date From 121772018 Date To 12/21/2018 ¥& User Defaults
Cash Advance 7 & “view Printable Version ) Motes A4 Attachments
*Source Description *Amount Currency Apply Tax
[Cash Advance - AP ~| |Upcoming Conference in Florida 300.00 lISD
Totals
Advance Amount 300.00 UsSD
O By checking this box, | certify the advances submitted are accurate and comply with expense policy.
By =igning and submitting this form | agree that the funds advanced to me will be used for the purposes stated in this form.
| understand that this note is due and payable on or before the tenth business day following my refurn from this frip and that this amount
must be applied to my expense report submitted upon my return.
If my expense report is not sufficient to cover the full amount of the advance, | agree to pay the difference. The department will seek
payment of any delinquent loan from me and will not grant any more advances until the delinguent loan is repaid.
Submit Cash Advance

Enter an Amount that is less than or equal to the associated travel authorization.

NOTE: You cannot exceed the amount of the travel authorization and the minimum amount you can

request is $200.
Attachments can be added to the cash advance.
Create Cash Advance [ Save for Later
Colin Davidson
*Business Purpose | Conference d Travel Auth # 0000005197 Q
- ] o
Date From 12M17/2018 Date To 12/21/2018 ¥6  User Defaults
Cash Advance (7 €5 iew Printable Version 2 Notes A4 Attachments
*Source Description *Amount Currency Apply Tax
[Cash Advance - AP | |Upcoming Conference in Florida 300.00/USD
Totals
Adwvance Amount 300.00 USD
O By checking thig box, | certify the advances submitted are accurate and comply with expense policy.
By signing and submitting this form | agree that the funds advanced to me will be used for the purposes stated in this form.
| understand that this note is due and payable on or before the tenth business day following my return from this frip and that this amount
must be applied to my expense report submitted upon my return.
If my expense report is not sufficient to cover the full amount of the advance, | agree to pay the difference. The department will zeek
payment of any delinquent loan from me and will not grant any more advances until the delinguent loan iz repaid.
Submit Cash Advance

Click the Attachments link or ©* icon.
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The Cash Advance Attachments page displays.

Cash Advance Attachments
Help

Advance ID MEXT

Details Personalize | Find | Wiew All | £ | E First ‘&' 10f1 '}/ Last
File Mame  Description User Mame Date/Time Stamp
Wiew =]

Adding large attachments can take some time to upload, therefore, it iz advisable to save the
transaction before adding large attachments.

Add Aftachment ] I

OK Cancel

Click the Add Attachment button.
The File Attachment page displays.

File Attachment

Help

| Upioad e ————— L

Click the Browse button.
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The Choose File to Upload window opens.

|- Desktop » - | +4 | |—555'r~:h Desktop 2

Organize = Mew folder 3= « [ @
| ¥ Favorites MName Size Itern type 7|
Bl Desktop Business_Impact_Staternent_for_PSFT_Apps 23 KB  Microsoft ) A
4 Downloads ﬁ;_' SR 3-15354082701 More Info 496 KB Microsoft\|
L Recent Places @5 Test Attachment 1,063KB  Microsoft |
| Express Check 10KE Adobe Acr
- Libraries Overflow 20KB Adobe Acr
@ Documents . Project Lookup Display Mo Results on a Travel ... 233 KB Microsoft)
J’ Music Duplicate Supplier Report Returns Mo Data 620 KB Microsoft )
[ Pictures Employee Expense History Page Does Mot Displ... 3TTKE  Microsoft)
B Videos 1099 Supplier 136 KB Microsoft |
| Unable to Update Remit To Supplier on Payme... 382 KB Microsoft)
1M Computer | @ Copy of Crystal_To_XMLP_Expenses_Report_Co... M KB Microsoftl
&, Local Disk (C:) TA Missing Project 141 KB Microsoft)
&9 My Passport (E:) EX.CFG.11 Expense Type - Wizard Type 1347KB  Microsoft
¥ Shared (\ivsms.s - F_ﬂ [P— nﬁ,:....u....,.,+.,rri-;..,.,...:....+:.,.,1.:.,...4“. | 195 1D H;,..H..H:;..
File name: Test Attachment - |ﬁ'~|| Files (*.") "’l
[ Open |v] ’ Cancel ]

Select the file you want to attach and click the Open button.
The File Attachment page displays with the file path of the document.

File Attachment
Help

C:\Users\maryellen pralieriDeskiop\Test Attachment do| Browse . |

Upload I Cancel

Click the Upload button.
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The Cash Advance Attachments page displays with the File Name as a link to the document.

Cash Advance Attachments
You can add additional attachments by Help

clicking the Add Attachment button or delete

Advance ID NEXT

an attachment by selection the & icon.

Details

File Mame Description

Test_Attachrnenl.docxI Conference Registration

Adding large attachments can take some fime to upload re, it is advisable to save the

transaction before adding large attachment

Add Attachment

l oK I Cancel

Enter an explanation of the attachment in the Description field and click the OK button.

The Create Cash Advance page displays. The Attachment link and icon are updated. When one or more
attachments are included on the transaction, the Attachments link will include (#) where # equals the

number of attachments. The icon changes from #* to ¢ .

Create Cash Advance If you are not ready to submit, the [ Save for Later

Advance can be Saved for Later.

Colin Davidson

*Business Purpose | Conference Travel Auth # 0000005197 Q
Date From 12/17/2018 Date To 12/21/2018 FS  User Defaulis
Cash Advance ¢ €5 view Printabls \ersion 2 Naotes &
*Source Description *Amount Currency Apply Tax
[Cash Advance - AP ~| |Upceming Conference in Florida 300.00/USD [+] [=]
Totals
Advance Amount 30000 UsD

O By checking this box, | certify the advances submitted are accurate and comply with expense policy.
By =igning and submitting this form | agree that the funds advanced to me will be used for the purpozes stated in this form.
| understand that this note is due and payable on or before the tenth buziness day following my return from this frip and that this amount

must be applied to my expense report submitted upon my return.
If my expense report is not sufficient to cover the full amount of the advance, | agree to pay the difference. The department will seek

payment of any delinguent loan from me and will not grant any more advances until the delinguent loan iz repaid.

Submit Cash Advance

After reading the certification statement, click the Certification checkbox certify accuracy and

compliance.
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Create Cash Advance

Colin Davidson

*Business Purpose | Conference

Date From 1272015 Date To 12/21/2018

Travel Auth # 0000005197

sﬂ
@ User Defaults

Save for Later

Cash Advance 7 @ ‘iew Printable Version 2 Notes & Attachments (1)
*Source Descripfion *Amount Currency Apply Tax
[Cash Advance - AP | |Upcoming Conference in Florida 300.00/USD [#] [=]
Totals
Advance Amount 300.00 USD
ﬁ By checking this box, | certify the advances submitted are accurate and comply with expense policy.
By signing and submitting this form | agree that the funds advanced to me will be used for the purposes stated in this form.
I understand that this note is due and payable on or before the tenth business day following my return from this frip and that this amount
must be applied to my expense report submitted upon my returm.
If my expense report is not sufficient to cover the full amount of the advance, | agree to pay the difference. The depariment will seek
e e ———— — sadn me and will not grant any more advances until the delinquent loan is repaid.
Submit Cash Advance
Click the Submit Cash Advance button.
The Create Cash Advance - Submit Confirmation page displays.
Expense Report Submit Confirm
Help

Create Cash Advance
Submit Confirmation
Colin Davidson

Totals
Advance Amount 300.00 USD

oK Cancel

Click the OK button.
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The View Cash Advance page displays with the message 'Your cash advance (CA ID) has been
submitted for approval.' The status is updated to 'Submission in Process'. The Report ID is assigned.

View Cash Advance

Colin Davidson

I Your cash advance 0000000833 has been submitted for appro\ral.l

Business Purpose Conference I Report 0000000833 Submission in Process I
Date From 12/17/2018 Date To 12/21/2018 Travel Auth # 0000005197
Accounting Date 12/11/2018 Post State Mot Applied

Created 12/11/2018  Colin Davidson
Last Updated 12/11/2013  Colin Davidson
e
f8 User Defaults

Cash Advance (7 & isw Printable \ersicn > Motes & attachments (1)
*Source Description *Amount Currency Apply Tax
Cash Advance - 4P Upcoming Conference in Florida 300.00USD
Totals
Advance Amount 300.00 USD

| By checking this box, | certify the advances submitted are accurate and comply with expense policy.
By signing and submitting this form | agree that the funds advanced to me will be uszed for the purposes stated in this form.
I understand that this note iz due and payable on or before the tenth business day following my return from thizs trip and that this amount
must be applied to my expense report submitted upon my return.
If my expense report is not sufficient to cover the full amount of the advance, | agree to pay the difference. The department will seek
payment of any delinquent loan from me and will not grant any more advances until the delinquent loan is repaid.

Submit Cash Advance

Refresh Approval Status

[E" Retum to Search =] Motifyy

Click the Refresh Approval Status button.

Page 179 of 195



2~ VERMONT Expense Training Guide - Employee/Delegate

The cash advance has been routed and is waiting for Expense Coordinator approval. The Withdraw
Cash Advance button displays and is enabled. The Approval History section displays the approval path
for the cash advance, who submitted the transaction, who it is routed to, the action performed and the
date/time when the action occurred. The status is updated to' Submitted for Approval'.

View Cash Advance

Colin Davidson

Business Purpose Conference Report 0000000833 Submitted for Approval
Date From 12/17/2018 Date To 12212018 Travel Auth # 0000005197
Accounting Date 12/11/2018 Post State Mot Applied

Created 12/11/2018  Colin Davidson

Last Up-l:laled 1211/2018  Colin Davidson
*ﬂi User Defaults

Cash Advance (7 & iew Printable Version

Select the Withdraw Cash Advance button if you
*Source Description need to make changes to a submitted cash

advance. The transaction is removed from the
approver’s worklist and can be modified. The
status is updated to pending.

Cash Advance - AP Upcoming Conference in Florida

Totals
Advance Amount 300.00 USD

~ By checking this box, | certify the advances submitted are accurate and comply with expense policy.
By signing and submitting this form | agree that the funds advanced to me will be used for the purppées stated in this form.
I understand that this note is due and payable on or before the tenth business day following my rn from this trip and that this amount
must e applied to my expense report submitted upon my retum.
If my expense report is not sufficient to cover the full amount of the advance | agree to paydhe difference. The department will seek payment

of any delinquent loan from me and will ugpfloan iz repaid.
Submit Cash Advance Withdraw Cash Advance Submitted On 12/11/2018

Submitted By Colin Davidson

Approval History

e Sipars Conintr Peymen
Role MName Action Date/Time
Employee Dravid=on, Colin Submitted 121172018 6:39:45PM

[Eh Retumn to Search =] Nuotify
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NOTE: The following error message will display when you click the Save for Later link or the Submit
Cash Advance button if the cash advance does not meet the established guidelines outlined in
Bulletin 3.4. All errors need to be resolved in order for the cash advance to be saved or submitted.

Message

This Cash Advance does mest the established guidelines outfined in Bulletin 3.4 Employee Travel & Expense Policy that allow a
travel cash advance fo be issued. At least one of the following fields does not meet the required criteria

- Travel Authorization # Approved Travel Authorization is required to be associated with a Cash Advance.

- Amount: Cash Advance amount cannot exceed the associated Travel Authorization amount

- Date Fromd/Date To: Cash Advance must inclede an ovemnight stay
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Modify Cash Adva

nce
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Situations when this function is used: A cash advance can be modified if it has been saved for later or

sent back for revision

Please refer to Bulletin 3.4 (http://aoa.vermont.gov/bulletins) and your department's policy regarding

Cash Advances.

Home Page Tile Navigation: TE tile > Cash Advances > Create/Modify Cash Advance

Navigator Menu Navigation: Navigator > Employee Self-Service > Travel and Expenses > Cash

Advances > Create/M

< Home

odify

VT Travel and Expenses

| Expense Reports
T Travel Authorization

| Cash Advances o

Create/Modify Cash Advance I

View Cash Advance

Print Cash Advance

~
Cash Advance

Find an Existing Value Add a New Value

Empl 10 pooo3

Add

Find an Existing Value | Add a New Value

Delete Cash Advance
| Payment/Expense Information v

] Reports/Processes ~

QU =EO

New Window | Help | I

The Cash Advance — Add a New Value page displays in the work area and the Empl ID automatically

defaults.

Cash Advance

Find an Exisiing Value Add a New Value

Eml ID [p0003

Add

= |3

Click the Find an Existing Value tab.
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The Cash Advance - Find an Existing Value page displays.

Cash Advance

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a New Yalue

Search Criteria

Search by: |Advance ID s | beging with |

Lirnit the number of results to (up to 300). |300

Search Advanced Search

Click the Advanced Search link.

Additional search criteria fields display including the ability to search for a cash advance using the
Travel Authorization ID.

Cash Advance

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a New Yalue

Search Criteria

Advance D
Advance Description
Name [begins wilh V]

Empl ID Q

Advance Status|= vl |

Creafion Dat& [»9

Travel Authorization 1D | begins with w

[ case Sensitive
Limnit the number of results to (up to 300): | 300

e

Search Clear Basic Search [& Save Search Criteria

Click the Search button.
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Clicking the Search button will list all cash advances in a pending status or if there is only one, the

Modify Cash Advance page will display.

Modify Cash Advance

Colin Davidson

ISent Back For Revision By: Motor,Mary

Please correct the amount. I

*Business Purpose | Conference

hal Report 000D0DDDDE33  Pending

Date From 12M7/2018 Date To 12/21/2013

Cash Advance 7 & View Printable Version
*Source Description
|Cash Advance - AP v| Upcoming Conference in Florida
Totals
Advance Amount 300.00 USD

Tiwel Auth #|0000005187 a,
pated 1211172018  Colin Davidson

Last UpdaNd 121122018 Mary Motor

Comments entered by the approver

when a cash advance is sent back

display at the top of the page.

300.00|USD [+ =]

Submit Cash Advance

O By checking this box, | certify the advances submitted are accurate and comply with expense policy.
By =igning and submitting this form | agree that the funds advanced to me will be used for the purposes stated in this form.
I underztand that thiz note is due and payable on or before the tenth buziness day following my return from this frip and that thiz amount
must be applied to my expense report submitted upon my return.
If my expense report is not sufficient to cover the full amount of the advance, | agree to pay the difference. The department will seek
payment of any delinguent loan from me and will not grant any meore advances until the delinguent loan is repaid.

Approval History

Role Name
Employee Dravidson,Colin
Expense Coordinator hotor, Mary
Expense Coordinator hotor, Mary

Action Date/Time Comments
Submitted 12/11i2018 6:38:48PM

Reassigned 121202018 9:03:104M fﬁ
Sent Back For Revision 12/12/2018 9:05:44AM O

Make any necessary changes, the fields are editable. Once you complete all your changes the cash

advance can be save for later or submitted.

After reading the certification statement, click the Certification checkbox.
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"L"Ddlfy Cash Advance Sawve for Later

Colin Davidson

Sent Back For Revision By: Motor,Mary Please correct the amount.
*Business Purpose | Conference Vl Report 0DODDODE33  Pending
Date From 12M7/2018 Date To 12/21/2013 Travel Auth # 1000005137 Q

Created 12M11/2018  Colin Davidson

Last Updated 12122015  Mary Motor
o
e User Defaults

Cash Advance 7 & view Printable \ersion 2 Notes A Aftachments (1)
*Source Description *Amount Currency Apply Tax
|Cash Advance - AP v| Upcoming Conference in Florida 300.00/UsSD [ =
Totals
Advance Amount 300.00 USD

I:‘—?E By checking thig box, | certify the advances submitted are accurate and comply with expense policy.
By =igning and submitting this form | agree that the funds advanced to me will be used for the purposes stated in this form.
I understand that thiz note is due and payable on or before the tenth buziness day following my return from this trip and that this amount
must be applied to my expense report submitted upon my return,
If my expense report is not sufficient to cover the full amount of the advance, | agree to pay the difference. The department will seek
f = me and will not grant any more advances until the delinquent loan is repaid.
Submit Cash Advance

Approval History

Role Name Action Date/Time Comments
Employee Dravidson,Colin Submitted 1211172018 6:39:48PM

Expense Coordinator Iotor, Mary Reassigned 121272018 5:03:104aM (\_5
Expense Coordinator Motor, Mary Sent Back For Revision 12/12/2018 S:05:444AM Q

Click the Submit Cash Advance button.

The Create Cash Advance - Submit Confirmation page displays.

Expense Report Submit Confirm
Help

Create Cash Advance
Submit Confirmation
Colin Davidson

Totals

oK I Cancel

Advance Amount 300.00 USD

Click the OK button.
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The View Cash Advance page displays with the message 'Your cash advance (CA ID) has been
submitted for approval. The status is updated to 'Submission in Process'.

View Cash Advance

Colin Davidson

I Your cash advance 0000000833 has been submitted for apprmral.l
Sent Back For Revision By: Motor Mary

Business Purpose Conference IREport 0000000833 Submission in Process I
Date From 12/17/2012 Date To 12/21/2018 Travel Auth # 0000005197
Accounting Date 12122018 Post State Mot Applied

Created 12/11/2018  Colin Davidson
Last Updated 12/12/2018  Colin Davidson

sﬁ
T8 User Defaults

Cash Advance (7 & View Printable Version €2 MNotes & Attachments (1)
*Source Description *Amount Currency Apply Tax
Cash Advance - AP Upcoming Conference in Florida J00.00USD
Totals
Advance Amount 300.00 USD

~| By checking this box, | certify the advances submitted are accurate and comply with expensze policy.
By signing and submitting this form | agree that the funds advanced to me will be used for the purposes stated in this form.

| understand that this note iz due and payable on or before the tenth business day following my return from this trip and that this amount
miuzt be applied to my expense report submitted upon my refurn.

If my expense report i not sufficient to cover the full amount of the advance, | agree to pay the difference. The department will seek payment
of any delinquent loan from me and will not grant any more advances until the delinquent loan iz repaid.

Submit Cash Advance Submitted On  12/11/2018
Submitted By Caolin Davidson

Refresh Approval Status

[Z+ Return to Search =] Notify

Click the Refresh Approval Status button.
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The cash advance has been routed and is waiting for Expense Coordinator approval. The Withdraw
Travel Authorization button displays and is enabled. The Approval History section displays the approval
path for the cash advance, who it is routed to, any actions performed and the date/time when the
action occurred. The status is updated to' Submitted for Approval'.

View Cash Advance

Colin Davidson

Business Purpose Conference Report 0000000833 Submitted for Approval
Date From 12/17/2018 Date To 12212018 Travel Auth # 0000005197
Accounfing Date 12122015 Post State Mot Applied

Created 12/11/2018  Colin Davidson
Last Updated 12/12/2018  Colin Davidson
FF
?@ User Defaulis

Cash Advance (7 & View Printable “ersicn

Select the Withdraw Cash Advance button if
*Source Deseription you need to make changes to a submitted

Cash Advance - AP Upcoming Conference in Florida cash advance' The transaction is removed

from the approver’s worklist and can be
Advance Amount  300.00 USD modified. The status is updated to pending.

Totals

~| By checking this box, | certify the advances submitted are accurate and comply with expense policy.
By signing and submitting this form | agree that the funds advanced to me will be used for the purpog€s stated in this form.
I understand that this note ig due and payable on or before the tenth business day following my regdm from this trip and that this amount
must be applied to my expense report submitted upon my returmn.
If my expense report iz not sufficient to cover the full amount of the advance, | agree to pay tp€ difference. The department will 2eek payment

of any delinguent loan from me and will iy - bivamaiadineg Licnit JFan iz repaid.
Submit Cash Advance I Withdraw Cash Advance Submitted On 12/11/2018

Submitted By Colin Davidson

Approval History
=l SEETEEE =
& &
Submitted Expense Coordinator
Calin Davidzon (Pooled) Payment
Role Mame Action Date/Time Comments
Employes Davidzon,Colin Submitted 121120158 B:39:43PM
Expense Coordinator Motor, Mary Reassigned 121272018 9:03:104M L?i'
Expense Coordinator Motor, Mary Sent Back For Revision 12M2/20158 9:05:444M Q
Employee Davidson,Colin Resubmitted 12M220158 9:20:464M
[ah Retumn to Search || [=7] Mofify
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View Cash Advances

Situations when this function is used: Cash advances are available to view in the system and it may
not be necessary to print.

Home Page Tile Navigation: TE tile > Cash Advances > View Cash Advance

Navigator Menu Navigation: Navigator > Employee Self-Service > Travel and Expenses > Cash
Advances > View

< Home VT Travel and Expenses A Q=06
New Window | Help | £
] Expense Reports ~
Cash Advance
-r Tl AR - Enter any information you have and click Search. Leave fields blank for a list of all values.
Find an Existing Value
] Cash Advances ~ -
Search Criteria
Create/Modify Cash Advance Search by: [EmpliD ~|begins with 00003
Limit the number of results to (up to 300): 300
I View Cash Advance
Search | Advanced Search
Print Cash Advance

Delete Cash Advance
] Payment/Expense Information w

1 Reports/Processes ~

The View Cash Advance search page displays in the work area and the Empl ID automatically defaults.

Cash Advance

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Search Criteria

Search oy: |Empl ID w | beginz with 0003

53]

Lirmit the number of results to (up to 300); 300

Search Advanced Search

NOTE: The system will return a maximum of 300 rows. If you have more than that amount, narrow
the search results by selecting the Advanced Search link and adding additional criteria. If you know
the Advance ID you want to view you can update the Search By option to Advance ID and then enter
the number into the Advance ID field. You can also search for the advance using the Travel
Authorization ID associated with the cash advance.

To view all Cash Advances, click the Search button.
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A list of cash advances display in the search results.

Cash Advance

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Search Criteria

Search by: |[Emgpl ID | begins with 00003 %
Lirnit the number of results to (up to 300): (300

Search | Advanced Search

Search Results

Wiew All First ‘&' 12ef2 & Last
Empl IDN Advance ID Advance Description Name Advance Status Creation Date Travel Authorization ID

Davidson,Colin Pending 12112018 0000005197

Select the Empl ID link for the cash advance you would like to view.
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The View Cash Advance page displays. All fields will be grayed out when viewing a cash advance.

View Cash Advance

Colin Davidson

Business Purpose Conference Report DODDDDOS33  Pending
Date From 12M17/2018 Date Te 122172018 Travel Auth # DDODDDS19T
Accounting Date 12/12/2018 Post State Mot Applied

Created 12112018  Caolin Davidson
Last Updated 121272018  Ceolin Davidson

]
F@  User Defaults

Cash Advance v & view Printabls Version 2 Motes A Attachments (1)
*Source Description *Amount Currency Apply Tax
Cash Advance - AP Upcoming Conference in Florida 300.00UsD
Totals
Advance Amount 300.00 UsD

By checking thiz box, | certify the advances submitted are accurate and comply with expense policy.

By =igning and submitting this form | agree that the fundz advanced to me will be uzed for the purposes stated in this form.

| understand that this note is due and payable on or before the tenth business day following my return from this trip and that this amount
must be applied to my expense report submitted upon my return.

If my expense report is not sufficient to cover the full amount of the advance, | agree to pay the difference. The department will seek
payment of any delinquent loan from me and will not grant any more advances until the delinquent loan iz repaid.

Submit Cash Advance

Approval History

Role MName Action Date/Time Comments
Employee Dravidzon, Colin Submitted 1211172018 6:39:48PM
Expense Coordinator Motaor, Mary Reaszsigned 121272018 9:03:104M O
Expense Coordinator hotor, Mary Sent Back For Revision 12/12/2018 9.05.44AM O
Employee Davidson, Colin Resubmitted 12122018 9:20:46AM
Employee Dravidson,Colin Withdrawn 121202018 9:26:144M

oh Return to Search 1] Previous in List J5] Mext in List [=] Notify
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Print a Cash Advance

Situations when this function is used: A cash advance might need to be printed.
Home Page Tile Navigation: TE tile > Cash Advances > Print Cash Advance

Navigator Menu Navigation: Navigator > Employee Self-Service > Travel and Expenses > Cash
Advances > Print

< Home VT Travel and Expenses A Q=@
I Expense Reports 5 New Window | Help | B
Cash Advance
I Travel Authorization . | Enter any information you have and click Search. Leave fields blank for a list of all values
Find an Existing Value
] Cash Advances ~
Search Criteria
Create/Modify Cash Advance Search by: [EmpliD ~|begins with|00DD3
Limit the number of results to (up o 300): |300
View Cash Advance
Search | Advanced Search
Print Cash Advance
Delete Cash Advance
| Payment/Expense Information ~
1 Reports/Processes ~

The Print Travel Authorization search page displays in the work area and the Empl ID automatically
defaults.

Cash Advance

Enter any information you have and click Search. Leave fields blank for a list of all values.

Advance Description
Advance ID
Advance Status
Search C1| creation Date

Empl ID

phlame
rch by: r egins with

Find an Exis{

Se

4]

Lirmit the number of results to (up to 2300} 300

Search Advanced Search

NOTE: The system will return a maximum of 300 rows. If you have more than that amount, narrow
the search results by selecting the Advanced Search link and adding additional criteria. If you know
the Advance ID you want to view you can update the Search By option to Advance ID and then enter
the number into the Advance ID field. You can also search for the advance using the Travel
Authorization ID associated with the cash advance.
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Select Travel Authorization ID in the Search By drop-down list.

Cash Advance

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Search Criteria

Search by: |Travel Authorization ID | begins with 0000005197
Lirnit the number of results to {up to 300): (300

Search Advanced Search

Enter the Travel Authorization ID linked to the advance you want to print.
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A printable version of the cash advance displays.
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File Edit View, es  Tools

1 Expense Reports

] Travel Authorization

| Cash Advances
Create/Modify Cash Advance
View Cash Advance
Print Cash Advance
Delete Cash Advance

7 Payment/Expense Information

1 Reports/Processes

Help

Hh-8 - Page~ Safety~ Tools~ @~ [

VT Travel and Expenses

To print this report, please use your browser's print feature.

~~~ VERMONT

Cash Advance Report Date 12/12/2018
Colin Davidsen Report Time 10:35:39AM
Advance ID 0000000833 Empl ID DDOD3
Description Status Pending
Business Purpose Conference
Travel Authorization # 0DD0DDS187 From Date 12/17/2018  ToDate 122172018
Comment:
Advance Source Description Amount
Cash Advance - AP Upcoming Conference in Florida 300.00USD
Travel Authorization ID: 0000005197 Cash Advance Total 300.00 USD
Less Nonpayable Amount 0.00 USD
Submission Date: 12/1172018
Amount Due Employee 300.00 USD

Approval Date: 12/05/2018

By signing and submitting this form | agree that the funds advanced to me will be used for the purposes stated in this form. |
understand that this nofe is due and psyable on or before the tenth businese day following my retum from this trip and that this amount
must be applied to my expense report submitted upon my retum. If my expense report is not sufficient to cover the full amount of the
advance, | agree to pay the difference. The department will seek payment of any delinguent loan from me and will not grant any more
advances until the delinquent loan is repaid

Colin Davidson 121172018
Employee Signature Date
Approved By Date

New Windew | Help | Personalize Page | [

Follow the instructions you currently use to print from your browser.
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Delete a Cash Advance

Situations when this function is used: Cash advances might need to be deleted when it is a duplicate
or is no longer needed. Cash advances can only be deleted when they are in a pending status. If the
Cash Advance you are looking for isn't showing up, double check the status to confirm that it is pending

Home Page Tile Navigation: TE tile > Cash Advances > Delete Cash Advance

Navigator Menu Navigation: Navigator > Employee Self-Service > Travel and Expenses > Cash
Advances > Delete

VT Travel and Expenses

MNew Window | Help | Personalizs Page |
| Expense Reports ~
Travel & Expenses - Cash Advance Report
I Travel Autherization v [ Delete Cash Advance Report
Colin Davidson
I Cesh Advances ~ || Cash Advance Information
Select  Advance ID Description Creation Date Amount Currenc ¥
Create/Modify Cash Advance [T  ooooooosas 1211112018 250,00 USD
O D0DO0DDE33 1201112018 300.00 USD
View Cash Advance
Delete Selected Advance(s)
Print Cash Advance
Delete Cash Advance
| Payment/Expense Information v
1 Reports/Processes v

The Delete Cash Advance Report page displays in the work area. Any Cash Advance that is in a pending
status will show up available to delete.

Travel & Expenses - Cash Advance Report
Delete Cash Advance Report

Colin Davidson

Cash Advance Information

Select Advance ID Description Creation Date Amount Currency
E DODODODE34 12M11/2018 250.00 UsSD
1 DODDDDD333 121172018 300.00 USD

Delete Selected Advance(s)

If the cash advance you are looking for isn't showing up, double check the status to confirm that it is
pending.

Select the cash advance you want to delete, by clicking the Select checkbox. You can delete multiple
advances by selecting multiple checkboxes.
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Travel & Expenses - Cash Advance Report

Delete Cash Advance Report
Colin Davidson

Cash Advance Information

Select Advance D Description Creation Date Amount Currency
[ﬁ DDDDDODE34 12M1/2018 250.00 USD
O DDDODDDG33 121102018 300.00 USD
Delete Selected Advance(s)
Click the Delete Selected Advance(s) button.

A Delete Confirmation page displays informing you that the selected authorization has been deleted.

Travel & Expenses - Cash Advance Report
Delete Confirmation
Colin Davidson

‘/ The selected transaction(s) have been deleted.

Click the OK button.

The Delete Cash Advance Report page displays.

Travel and Expense

Delete a Travel Authorization
Colin Davidson

Travel Authonzations

Select Description Authorization 1D Date From  Date To Amount Currency
ﬂ Training Conference 0000004751 142018 111622013 36750 UsSD

Delete Selected Authorization(s)

The deleted cash advance no longer displays and will not be available to view, modify, or print.
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